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1. | NTRODUCT1 ON.

The Conposite Health Care System (CHCS) inplenentation process

i nvol ves the coordinated effort of the MIlitary Treatnent
Facility (MIF) and Science Applications International Corporation
(SAIC). The plans, decisions and schedul es devel oped by each
departnment and service in the MIF are critical to the success of
this effort.

Due to the individuality of each site and the speci al

requi renents of specific workcenters; this inplenentation guide
has been devel oped as a working docunent for you. The materi al

i ncl uded represents the conbined efforts of experienced

pr of essi onal s who have successfully activated CHCS at ot her

sites. They share their know edge and experience wth you in the
hope that others will not have to learn | essons the hard way or
"re-invent the wheel."

The content is designed to provide a practical perspective of the
i npl enentation process. This is not a user's guide nor a
functionality guide. W have attenpted to highlight those areas
which are nost critical to the inplenentation process. The guide
was specifically structured to be flexible in order to
accommodat e future updates, corrections, and enhancenents as CHCS
grows and develops. This flexibility will also allowthe

i nclusion of additional information fromyour experiences and
others involved in inmplenmenting CHCS by utilizing "Lessons
Learned" from other inplenentations.

The foll owm ng guidelines are a suggested neans of inplenentation
based on previous "lessons | earned" (LLs). It is recommended
that each facility use this guide as a reference to prepare an

i npl ementation plan that addresses site specific concerns.

1.1 PURPCSE OF TH S DOCUMENT.

This I npl enentati on Gui de provi des a managenent-oriented vi ew of
the activities for the preparation, delivery, installation, data
conversion, systemtesting, and workcenter activation for each
functional area supported by CHCS. The plan spans the period
fromthe initial site survey through Governnent acceptance of the
conplete, integrated system

This i npl enentation gui de book is witten to provide assi stance
and advice to on-site personnel when inplenenting CHCS. The nost
i nportant determ nant of a successful inplenentation is good

pl anni ng and managenent. The MIF shoul d be involved in the

i npl ement ati on process as soon as possible. This invol venent
will help themassune ownership of CHCS and will allow themtine
to determine the effect of the inplenentation upon their area.
These effects nmay nmean policy and/ or procedural changes. The
sooner the managers becone famliar with the system the nore
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time for themto evaluate the extent of changes (if any) that are
necessary.

One of the best ways to give the MIF a feeling of ownership in
their subsystens is to set up periodic neetings with site, SAIC,
and service/ CHCS-Program O fice (PO representatives to work,
resol ve and docunent inplenentation decisions, and update

i npl enentati on plans accordi ngly.

SAICs responsibility, as the CHCS contractor, is to FAC LI TATE
the installation by providing software devel opnent, software

mai nt enance, site preparation, data conversion, training, and
facilities managenent. HOWthe users and MIFs | MPLEMENT and USE
the systemis up to the local Facility Comrander and hi s/ her
managenent team

The goals of the inplenentation guide are to assist the site to:
a. Initiate teameffort

b. | mpl ement the systemefficiently with m ninuminpact on
patient care, health care providers, and staff.

C. Provide the capability for each MIF to nanage/run their
CHCS system i ndependent|y.

Specific objectives include:
a. To identify planning steps required to inplenment CHCS

b. To identify roles and responsibilities of the MIF and
duties and responsibilities of nenbers of the
| npl enent ati on Team

C. To identify and describe certain activities and
requi renents associ ated with CHCS

1.2 USE OF TH S DOCUMENT.

This inplenentation guide is separated into the phases a site
progresses through when inplenenting a subsystem

PLANNI NG

The planning phase is critical to the overall inplenentation
process. The tine devoted to identifying who, what, where and
how wi || ensure a successful inplenentation of CHCS. This
section contains information that is beneficial during the

pl anni ng phase of inplenentation, including information regarding
the up-front inplenentation decisions that should be nmade prior
to training and File and Tabl e activities beginning.

1-2
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PRE- ACTI VATI ON

This phase requires specific tasks to be conpleted prior to
activation in order to neet the activation schedule. The
tinmelines/schedules for this period will be site/workcenter
specific based on size, services, and requirenents of the
wor kcent er .

Activities that are required include:

a. Conpl etion of Site Prep

b. Verification of hardware placenent and software
installation

C. File and Table (F/T) Build

d. Trai ni ng of personnel.

An activation sinmulation should also take place prior to actual
activation. This would include a wal k-through of activation
events based on departnental workfl ow.

ACTI VATI ON

This is the phase when all the plans and activities take effect.
The time, effort, and commtnent to the previ ous phases now
beconmes visible to all

POST ACTI VATI ON

Once activation is conplete, it is the responsibility of the
facility to take over the managenent of CHCS, including

mai nt enance of F/ Ts and Conti nui ng Traini ng prograns.

Each section will address activities needed in each phase to
successful ly inplement CHCS.
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2. BRI EF OVERVI EW OF MEDI CAL RECORD TRACKI NG

CHCS Medi cal Record Tracking (MRT) is an autonated neans of
managi ng, tracking and barcodi ng patient medical records. The
subsystem al so provides utilities for processing clinic requests
for those records (pull list functions). During the depl oynent
of CHCS to new facilities, MRT is being brought online
concurrently wwth the Patient Appointnment and Schedul i ng (PAS)
nodule. This is due to the fact that when the MIF | eaves the
conputer systemthey are currently using, if any, they also | ose
their previous way of pulling nedical records for schedul ed
clinic appointnents. MRT fills that need and enhances the
filerooms ability to keep track of the patient records.

The fileroomis able to create the MRT record (an electronic
representation of the physical record) for any defined record
type other than inpatient and print a barcode |abel with the use
of a special thermal printer (Internmec 3000). These |abels may
then be read with the use of a barcode reader, which is connected
to the user termnal. The electronic record is then tracked from
fileroomto borrower and back again. dinics nay al so charge
records to their own clinic or to other clinics through the use
of the readers and a special secondary nenu option. The fileroom
al so receives record requests fromclinics either via schedul ed
PAS appoi ntnents or through individual electronic requests for
the record. **NOTE: Inpatient |abels are only created during an
adm ssion. These are systemgenerated and are tied to the

i ndi vi dual adm ssi on.

MRT pull list functions interface with PAS schedul es and profiles
to determ ne how many days in advance of the patient appointnent
the record is needed and which patients have appointnents for

t hose days. The system then determ nes whether the MRT records
have been created for those patients. The nodul e provides a
utility by which the records needing MRT | abels may be nass
created and batches of |abels may be produced.

Through the use of the System Definition nenu, the fil eroom
supervi sor nmay set up certain paraneters unique to the fileroom
such as the nunber of days before a record is considered to be
overdue after having been charged to a borrower. Once these
paraneters are set, the Managenent Reports Menu provi des canned
reports to aid in the managenent of the fileroomand its records.

Once the MRT systemis inplenented, the anmount of tinme spent
searching for records, trying to track |lost records, printing and
sorting clinic schedules, and dealing with requests at the
counter is greatly reduced. Further, user keyboard input is
reduced by the use of the barcode reader. |If properly utilized,
MRT can provide the fileroonms with software which enhances the
wor kf | ow t hey have al ready established and helps it to run nore
efficiently.
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3. | MPLEMENTATI ON OF MRT

The follow ng section will cover sone of the general issues
involved with the activation of the MRT subsystem In this
section you wll find nenu diagrans with security keys noted,
descriptions of the security keys, bulletins and nmail groups
associated wwth MRT, the strategy of activation, sone of the

i ssues which nust be taken into consideration when buil di ng and

i npl enmenting MRT and a checklist to follow during the process.

At the end of this section, there are two matrices for the site's
use in establishing nmenu/security key/fileman access code/ mail
group assignnent and in assigning the RTFR(1-25) security keys to
fileroonms. These keys are shared with Radi ol ogy | mage Tracki ng.

In order to explain the inplenentation issues and put themin
perspective, the framework for MRT inplenentation is outlined
bel ow

a. Plan is discussed with the site personnel.

b. Poi nt of Contacts (POCs) for MRT data collection and
analysis are identified. These POCs are:

CHCS Project Oficer

CHCS Adm ni strat or
Facility Training
Coor di nat or

Site Filel/Table PCC

Site PAD Dept PCC

Site MRT Dept PCC

Site Qutpt Supervisor
Site I npatient Supervisor
Branch dinics Supervisors
OCcc. Heal th Supervisors
Dental Cnd. Supervisors

| npl enent ati on Speci al i st

C. Denonstrate software and trai n POCs.

d. Di scuss and distribute data collection fornms. These
files will be built on site with the assi stance of an
| npl enent ati on Speci al i st.

e. Determ ne status of the Conmon Files. Record roons
must be in as Hospital l|ocations and clinics nust also
be in as Hospital |locations or there will be no

borrowers.
f. Formul ate training and activation schedul es.
g. Train end users.

h. Build MRT files.
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i Activate first record room Continue activating until

al | identified record roonms are on | i ne and have
recei ved i npl enmentati on assi stance.

3.1 ACTI VATI ON STRATEGY AND OPTI ONS.

MRT is currently being inplenmented as part of the initial
installation at new sites in conjunction wth the PAS nodul e.

The primary reason for this is to give the site the capability to
continue to pull records as they have done with their previous
conputer system if any. The MRT functionality is dependent upon
(a) Common Files build conpletion and (b) Patient file entry
conpletion. The common files build is inportant to ensure that
the fileroons are in the HOSPI TAL LOCATION file and that the
borrowers have been built into one of the following files:

PROVI DER, WARD LOCATI ON, MEDI CAL TREATMENT FACI LI TY, MEDI CAL
CENTER DI VI SI ON, HOSPI TAL LOCATI ON, or ADDI TI ONAL MEDI CAL
TREATMENT FACI LITY. The RT FI LEROOM SPECI FI C LOCATI ONS and ot her
needed ADDI Tl ONAL MEDI CAL TREATMENT FACILITY file entries wll be
built during the MRT file and table activities. Patient entries
nmust be popul ated either through manual entry or through a
conversion process. Qutpatient record initialization is not used
with new sites, because not all necessary fields have been
popul at ed t hrough the conversion and/or the patient is being
added manually wth the record created sinultaneously.

Although it is preferable to bring up MRT either just before or
at the sane tine as the PAS nodule, it may be activated al one or

in conjunction with any other functionality. |If PAS is online,
the full spectrumof MRT may be used, including pull Iist
functions. |If PASis not online or if the clinics are being

brought up in a staggered activation sequence, MRT functions wll
be limted until such time when all clinics are online with PAS
and pull lists are fully representative of actual records needed
by clinic. It is recommended to bring MRT online in the first
outpatient fileroom sinultaneously with the first outpatient
clinic. Special considerations MJST be given if MRT is activated
with PAD before PAS is activated. Wen MRT is activated prior to
PAS the MRT Interface Status, in the Record Tracking System
Paranmeters (MRM>SD>OVR), MUST be set to "DOMN'.

After the initial activation of the first outpatient fileroom
subsequent fileroons may be brought online in either imed ate
succession of each other or as the clinics cone up in that renote
site or ancillary service (such as in the case of dental and
consult control fileroons). The activations are driven by:
device availability, telecomrunication connectivity, site needs,
clinic activation, and the approval of the site project office in
conjunction with SAIC operations staff. Each fileroom should
receive one to two weeks of inplenentation assistance, in an

i deal situation, to include patient registration, MT record
creation, pull list functions, record transfers, managenent
reports and devi ce usage.
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Before or during activation, the site should devise a policy for
probl emreporting and resolution. A help desk or trouble cal
nunber shoul d be published to the users along with a plan of how
the calls with be dealt wth.

Below is a recommended tineline for MRT fileroom activation. It
is reconmended that at |east one fil eroombe activated each week
until all surveyed fileroons are online. The activation schedule
will only include fileroons which have been surveyed and which
have devices ordered for them Any additional fileroons nust be
surveyed, have drops installed, have additional devices ordered
and have personnel resources requested for coverage. This
usually wll involve a Statenment of Wirk (SOWN or other

nodi fication to the Delivery Order (DO .

DAY PCCs ACTIVITY
AD= ACTI VATI ON DAY

AD- 35 SAIC MRT | TL Arrive on site, test TDB, neet
PQOCs, prepare for denob, begin
formul ating activation plan for
sequence of all fileroom
activations.

AD- 30 SAIC MRT I TL Denmo MRT, train PCCs.
Site PCCs
AD- 21 SAIC MRT ITL/I1'S Data Col l ection neetings, begin
Site PCCs distribution and filling out forns,
train MRT supervisors (1st
fileroom
AD- 14 SAIC MRT ITL/1S Trai ning continues (clerks), data
Site POCs anal ysi s begi ns.
AD- 7 SAIC MRT ITL/1S Trai ning continues, build and
Site POCs anal yze files, prep for activation.
AD- 3 SAIC MRT ITL/I'S Trai ning continues, QA MRT files.
AD SAIC MRT ITL/1S Activation day (1st fileroom.
Site POCs Training is ongoing for next
fileroom
AD+ Activations continue at the rate of 1-2 fileroons per

week, depending on the activation schedul e agreed upon
by all parties and upon resources available. Training
is ongoing during this tine. See also Section 3.2.
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Sonme of the items which will need to be taken into consideration
during the neetings and deci sion making process are |listed bel ow

a.

What is the current workflow? How can it be
i nproved/ enhanced with the use of MRT?

Who will be responsible for putting the new or revised
policies into place?

VWhat fileroons were identified to be activated?

Sonme fileroons may be at renote sites. Wien will
connectivity to these areas be established? This wll
have a direct inpact on the activation schedul e.

What Label Formats (borrower, charge out/routing card,
chart request, inpatient, outpatient) will be used?
(MIF and all divisions nust agree on certain |abels
such as Qutpatient standard |abel and Borrower standard
| abel).

PAS Patient Record Pull/Radi ol ogy Record Pul
paranmeters nust be set according to whether clinic

W shes records to appear on fileroompull 1list.

NOTE: Radi ol ogy paraneter should be set to 'YES so

t hat other record types, such as Cccupational Health,
wi ||l appear on pull lists in the appropriate record
room Cinic and fileroom POCs nust agree on pulling
records for the clinic. At sone sites, this has been a
poi nt of contention, as the fileroomdid not pull for
that clinic in the past. dinic should decide how far
i n advance they need the record pulled, taking into
consi deration the overdue days paraneter which the
fileroomw | set.

Is Cormon Files build conplete? |If not, what is the
target conpletion date?

How wi Il the renote sites get their data collection
information to the data entry POC? |s there a 'guard
mai | systemin place?

Are there any borrowers or borrower types which wll
not be allowed (such as Medical Center Divisions) to
borrower MRT records?

What is the due date for getting the information back

to the POC? How nuch tinme will be needed to anal yze
prior to data entry?

3-4



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

One of the inportant concepts to understand before begi nning
i npl enentation is the divided workcenter concept. How the MIF is
organi zed can effect the inplenentation plan.

MAI N HOSPI TAL
(MIF)
|
D VISION "1" D VI SI ON " 2" D VI SI ON " 3"
MAI N HOSPI TAL BRANCH CLI NI C BRANCH CLI NI C
| | |
CLINIC | P SVC CLINIC CLINIC CLINIC CLINIC

MI'F: Medi cal Treatnent Facility

DI VISION: An organi zation that shares common data and files
wi thin the same CHCS
An MIF can have multipl e divisions.

All facilities will have at |east one division. Depending on the
organi zation of the facility additional divisions may be defi ned.
The division supporting inpatient services (or, in the case of

mul tiple inpatient facility sites, the designated host MIF)
usually is in control and is the first to activate foll owed by
the branch clinics/other divisions. The data base can be built
for the main division, and as the branch clinics approach
activation, their data is entered. Alternatively, the site could
choose to build the data base for the entire MIF at one tine.
However, for the purposes of MRT, all divisions, hospital

| ocations, and providers should be entered up front before the
first activation. The reason is that file areas need to be
defined as hospital l|ocations, attached to a division, and
providers and clinics need to be avail able as borrowers.

I nstal |l ati on Tasks:

a. Site Survey: Each site receives a site survey which
assesses devi ce placenment needs, wring needs, training
requi renents, and data base requirenents.

b. Site Preparation and Installation Plan: A delivery
order proposal is prepared frominformation gathered
during the site survey.

C. Site Preparation: Wring is conpleted. Device drops
are placed. Comunication lines are tested both
locally and to renote |ocations. Software is
installed. User devices are installed and tested.

d. File and Table Build: Data to custom ze the systemto
the MIF is collected. Data is analyzed, entered into
CHCS and certified for 'go live'.

3-5
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e. Training: Training is given to key managers and
general users no nore than 30 days prior to begi nning
to use the system

f. Wor kcenter Activation: Systemis released to users and
peri od of performnce begins.

g. Acceptance: A 30-day period of perfornmance is held
prior to MIF acceptance of the nodul e.

3.2 | MPLEMENTATI ON | SSUES.

One of the biggest drawbacks thus far in activating MRT at new
sites has been an i nadequate nunber of fileroons identified in
the initial site survey. Wen the |Inplenentation Team Leader
(I'TL) for MRT arrives and begins to put together a plan for
training and activating the fileroons, suddenly there is a rush
of fileroons 'com ng out of the woodwork' to be activated. The
negati ve inpact of this manifests in; inadequate nunber of
devices, lack of IS resources, reworking of training room
schedule by site training staff, crisis nmanagenment on the part of
operations to get the devices and put themin place, crisis
managenent on the part of the site to get drops for the devices
install ed, and many other smaller repercussions. Therefore, the
foll ow ng suggestions are listed to aid in avoiding these

pr obl ens:

a. Review the site survey early on, if possible. Look at
the total nunber of outlying facilities attached to the
MIF. Note also any tri-service facilities. (At
Ti dewater there were three hospitals: NH Portsnouth,
Langl ey AFB, and McDonald ACH, all wth outlying
clinics.) In the facilities |isted, how many record
roons were identified? Wre they each surveyed for
outpatient, inpatient, dental, active duty/staff,
reserve, occupational health, and consult? These nust
be taken into consideration whether or not all the
fileroons surveyed decide they wish to use MRT. This
will help the site to avoid a last mnute scranble to
find resources to activate 'forgotten’ record roons.
Also, in the case of the fileroons w shing to use MRT

pull list functions (mainly outpatient record roons),
if they are not built through the comon files PRIOR TO
the first fileroomactivation, the pull list functions

may not work for fileroons built during subsequent file
and table activities. The primary reason for this is
that since the fileroomdid not exist, it was not
listed as an outpatient record hone |ocation in the
patient file entries and therefore no pull/batch |ist
entries will be generated for any patients.

b. If no fileroons are built through the common files
prior to the activation of the first clinic, regardl ess
of the MRT activation plan, users will have no
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avai |l abl e choices for the patient registration field
' OP RECORD HOVE LOCATI ON.'

POCs for the MRT file and table build should be the
first MRT users to be trained, followed by the
supervisors then clerks for each record roomin
succession, by activation date. It is preferable to
have a deno for all concerned decision nmekers, then
hold a training class for the POCs, then begin file and
table activities.

Regul ar neetings nust be schedul ed during the entire
file and table process for all PQCs.

Regul ar neetings nmust be held with the site and with
SAIC site operations staff. These are generally in the
formof an |Inplenentati on Team neeti ng.

SAIC site operations staff should be provided with a
copy of this guide as well as any available information
on the installation of MRT rel ated devi ces.

Each outpatient fileroomneeds VIs with barcode readers
attached, one to two LA75s (for printing reports and
text), at |east one DataSouth (for printing charge/ out
cards and request notices), at |east one Internec

bar code printer. O her types of fileroons do not
necessarily need the DataSouth printer, since they
usually do not generate pull |ists and use the charge
cards as frequently as outpatient fil eroons.

Adequat e nedi a nust be ordered by the site ahead of the
first activation. This includes standard conputer
paper, 3x5 continuous feed card fornms, and |abel stock
for the Internec.

The interface for the enbosser (or addressograph)
shoul d be set up prior to the activation by at | east
one day.

Users nust have access/verify codes, prinmary nenus,
security keys and fil eman access codes assigned prior
to day one of their fileroomactivation.

Handouts and ot her informational material (such as
pocket reference guides) should be standardi zed and
agreed upon by the site prior to the first fileroom
activation.
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3.3 | MPLEMENTATI ON CHECKLI ST.

The followng list contains itens, other than files, that should
be revi ewed and have appropriate action taken.

COMPLETE | TEM

Copy of site survey provided to MRT ITL for
the followng to be checked: total nunber of
record roons to be activated is accurate, and
adequat e nunbers of MRT devi ces have been

or der ed.

Site is aware of types of nedia used for MRT
devi ces and has ordered adequate suppli es.

Poi nts of contact for MRT have been
identified, phone |list conpiled. Include
POCs for MRT at renote sites, dental command,
occupational health, and any other departnent
which will use MRT, but which needs to have

i nput into decisions affecting all areas.

Al so include POCC for user entry.

MRT denp is schedul ed and given to site MRT
POCs and site project office PQCs.

Any policy changes which nmay need to occur
prior to the beginning of activation have
been identified and will be comunicated to
the users by the site.

MRT PCCs are trained. Data entry POCis
i dentified.

Location (termnal) for data entry is
i dentified.

MRT users to be trained are identified.
Renmenber to include ER and ni ght/weekend
wat ch/ duty personnel who may be allowed to
track records.

User matrix is conpleted for each fil eroom

Data col l ection forns are expl ai ned and
di stri but ed.

__________ Trai ning schedule is in place.

Printouts of Hospital Location, Ward
Location, Provider, Additional MIF, and MIF
files are obtained.
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Weekly nmeetings are planned for the pre-
activation/post-activation period.

If this is atri-service site, the three
servi ces have neetings scheduled to suit the
needs of all to discuss shared paraneters.

Assi gnnent of RTFR keys for fileroons is
deci ded upon (in conjunction with al
services and w th Radi ol ogy).

An activation date for each record room has
been identifi ed.

MRT Personnel are trained and have:
access/verify codes, prinmary nenu, file
manager access codes, and security keys.

Devi ces and addressograph interface are
installed and certified ready at | east one
day prior to activation.

MRT files are built and certified
(see pg 4-20).

Patient Adm nistration System (PAD)
paraneters for addressograph, DG TRANS-
CREATE, and DG LBL-PRINT are set up

Arrangenents conplete for printing/pick up of
reports which are scheduled to print

overni ght or large reports that print in the
conput er room

Site plans to docunent and resol ve system
errors are avail able and known to the users.

Site POC phone nunbers are given to the users
to call if they have CHCS rel ated questi ons.

St andar di zed handouts are avail able for
di stribution.

Create a Mail Group to conmmuni cate problens and or ideas during
activation. This group can be use post activation to comrunicate
w th MRT users.
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3.4 NMENU ASSI GNVENT, SECURITY KEYS, AND FI LE MANAGER ACCESS
CCODES.

Prior to activation of the MRT subsystem users nust be assigned
their access and verify codes, prinmary nenu, file manager access
codes, and security keys.

The foll owm ng diagram of the MRT subsystem nenus shows each

option. If a nmenu or option is |locked by a security key it is
noted (*SECURI TY KEY NAME*). Security keys are codes that 'l ock'
access to certain nenus and functions. If a nenu or option is

"l ocked' a user nust be assigned the appropriate security key to
be able to access the function. This information is useful when
deci di ng whi ch users shoul d have access to the system opti ons.

MRT PAD SYSTEM MENU DI AGRAM

MRM Medi cal Records Menu [ RT MRT- SUPER]
TM  Transaction Menu [ RT TRANS- MENU|
PL Pul | List Functions Menu [ RT PULL- MENY|
RR  Request Record Menu [RT RTQ MENU|
IN Record Information Menu [RT | NQ MENU|
MA  Managenent Reports Menu [ RT RPT- MENU|
FE Transfer/Retire Menu [ RT TRANSFER- RETI RE MENU|
LOCKED: RT TRANS- RETI RE
SD SystemDefinition Menu [RT SYS-MENU] LOCKED: RT SYS

TM Transaction Menu
or Char ge- Qut Record [ RT TRANS- CHARGE- OUT]
IN  Check-1n Record [ RT TRANS- CHECK- | N
MR  Mve Records to Another Fileroom [RT TRANS- MOVE]
CV  Create a Label/Record/ Vol une [ RT TRANS- CREATE]
FR Flag Record as Mssing [ RT TRANS M SSI NG
PC  Patient Check-Qut [RT TRANS- PATI ENT]
PR  Print Routing/Charge Cards [RT TRANS- PRT- RC|
RE  Re-Charge Records [RT TRANS- RE- CHARCE]
DR Delete a Record [RT TRANS-DELETE] LOCKED: RT DELETE
AC Inactivate/Re-Activate Records [RT TRANS-1 NACTI VATE]
TR Facility Transfer [RT TRANS- TRANSFER]
UR Update Record's Attributes [RT TRANS- UPDATE]
OR Record Initialization [ RT SM RECORD- MENU|
LOCKED: RT INIT

CB Create Batch List [ RT SM RECORD- BATCH|

LI Li st Batch Entries [ RT SM RECORD- PRI NT]

NR Create New Records/Print Labels

[ RT SM RECORD- CREATE]
EB Delete Entire Batch [ RT SM RECORD- DELETE- BATCH]|

PL Pull List Functions Menu
PT  Print Pull List(s) [RT PULL-LIST-PRI NT]
BR Batch Record Creation Menu [ RT BATCH LABEL MENU|
| N Create Batch and Pull List from Schedul es
[ RT BATCH LABEL | NI TI ALI ZE]
PP Print Batch List [RT BATCH LABEL PRI NT]
EB Delete Entries From Batch [ RT BATCH LABEL EDI T]
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CR Create Records From Batch [ RT BATCH LABEL CREATE]
RL Reprint Label Batch [ RT BATCH LABEL REPRI NT]
QU Charge Qut Pull List Records [RT PULL-CHARGE- OUT]
DN Designate Requests as 'Not Fill able’
[ RT PULL- NOT FI LLABLE]
TE Create a Pull List [RT PULL-CREATE]
AP Add Requests to Pull List [RT PULL-ADD|
FR  Cancel Request from Pull List [RT PULL- CANCEL- REQUEST]
EC Edit Pull List Comrent [RT PULL- COVIMVENT]
HA  Change Pull List Date [RT PULL- CHANGE DATE]
NT Entire Pull List Cancellation
[ RT PULL- CANCEL- PULL- LI ST]

Request Record Menu
CR Cancel a Request [RT RTQ CANCEL]
DR Display Request [RT RTQ DI SPLAY]
ER Edit a Request [RT RTQ EDI T]
FR Fill a Request [RT RTQ FI LL]
NO Designate Requests as 'Not Fill abl e’
[ RT PULL- NOT FI LLABLE]
PR Reprint a Request Notice [RT RTQ REPRI NT]
RA Request a Record [ RT RTQ REQUEST- REC]

Record I nformati on Menu

CD Conbination Data Trace [RT | NQ COVBO TRACE]
RI Record Inquiry [RT I NQ I NQU RY]

SR Short Record Inquiry [RT | NQ SHORT]

TM  Trace Movenent History [RT | NQ TRACE]

Management Reports Menu
AD Ad Hoc Request Response Statistics
[ RT RPT- REQUEST- TI Mg]
CL Charged Records By Home Location [RT RPT-HOVE- LI ST]
LF Loose Filing Report [RT RPT-LOOCSE]
ML M ssing Records List [RT RPT-M SSI NG
Ov  Overdue Records List [RT RPT- OVERDUE]
PE  Pendi ng Request List [RT RPT- PENDI NG REQUEST]
RE  Records Charged to a Borrower [RT RPT- BORROVERS]

Transfer/ Retire Menu [ RT TRANS- RETI RE]
LOCKED: RT TRANS- RETI RE
CL Create List for Record Transfer/Retire
[ RT TRANSFER- RETI RE CREATE LI ST]
EL Edit Transfer/Retire List
[ RT TRANSFER- RETI RE EDI T LI ST]
DL Del ete Transfer/Retire List
[ RT TRANSFER- RETI RE DELETE LI ST]
PR Process Transfer/Retire List
[ RT TRANSFER- RETI RE PROCESS]
LI Print Transfer/Retire List [RT TRANSFER- RETI RE LI ST]

System Definition Menu [ RT SYS] LOCKED: RT SYS

COM Re-Conpile Tenpl ates [RT SM RECOW] LOCKED: RT SI TEMGR
FSU File Room Set-up [RT SYS-Fl LE- AREA]

LFM Label Functions Menu [ RT SYS- LABELS]
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LF Label Formatter [RT LBL- FORVATTER]
TL Test Label Format [RT LBL- TEST]
TYS Type of Record Set-up [RT SYS- RECORD TYPE]
APP  Application Set-up [ RT SYS- APPLI CATI ON|
BSU Borrower Set-up [RT SYS-1NDI VD- BORROVERS]
SPL Locations Specific to Record Tracking
[ RT SM SPECI FI C- LOCATI ONS]
AMF  Additional MIF Facilities Add/Edit [RT TRANS- NON MIF]
OVR Record Tracking System Overal |l Paraneters
[ RT SM OVERALL] LOCKED: RT SI TEMGR
INI  Initialization Menu [ RT SM REC- MENU]
RE Initialize Inpatient Records (NO LABELS)
[ RT SMREC- | NI T]
| B Borrower Initialization [ RT SM REC- BORRONERS]
RES Reason File Set-up [ RT SYS- REASONS]
MIS Movenent Type Set-up [ RT SYS- MOVEMENT]
VWER Print Borrower Barcode [RT SYS- PRI NT- BOR]
PUR Queue Purge Background Job [ RT PURGE PARAMS]

Primary Menu Assignnent:

All users are assigned a primary nenu. Wen the user signs on to
the systemthis is the nenu that is displayed. It is recomended
that all fileroons personnel be given a primary nenu of DG

REGQ STRATI ONS MENU. However, depending on the user's function
within the departnent a different primary nenu coul d be assigned.
O her Primary Menu that could be assigned: Mil Man (XMJUSER) with
t he Medi cal Records Menu (RT MRT- SUPER- MENU) as a Secondary nenu
or if the clerk will ONLY work in the Transaction Menu assign the
File derk Menu (RT MRT-FI LE- CLERK- MENU)

Secondary Menu Assi gnnent:

All users have a secondary nenu. This nenu hidden, and to see it
you nust type "??". This nenu contains such itens as Mil Man,
OLUM Halt, and Restart. The user nmay type in the nenu text or
menoni ¢ at any nenu option pronpt without first displaying this
menu. |If any additional options are required by the user that
are not on the user's primary nenu, they may be assigned as a
secondary nmenu. There are several secondary nenu options that
can be hel pful for the records roomusers, i.e.: SD D splay

Pati ent Appointnents, DG Registrations Mni, RT SYS-PRI NT-BOR
(Print borrowers |abels).

Fil e Manager Access Code:

The User file also contains a field that determnes the File
Manager Access Code for the MRT users. These codes will allow
the user to read, wite, delete, LAYGO [Learn (add) As You o]
entries to files through the MRT options.

Each subsystemw thin CHCS has specific file manager access

codes. Lowercase usually permts read-only access (O erks).
Uppercase usually permts both read and wite (Supervisors).
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MRT Supervi sory Personnel (SUPERVI SORS): 'Kk’
MRT Non- supervisory Personnel (CLERKS): 'Kk’
Al'l MRT Personnel who will register patients: '&

NOTE: Several files can be LAYGO to by users that have the "K".
Care should be taken to limt the nunber of users with the "K".

Mai | G oups:

MRT uses two mail groups for mssing record bulletins and del et ed
record bulletins. The nanes for these will be determ ned and the
groups set up during data collection and file and table buil d.
Any user who shoul d get these bulletins should be added as
menbers of the two mail groups. NOTE: The bulletins will also be
sent to any holders of the RT MRT-FR- SUPER security key.

Security Keys: Sone options are |locked with security keys and

unl ess the user has this key this option is
i naccessi bl e.
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KEY NANVE
RT SI TEMER

RT SYS

RT DELETE

DESCRI PT1 ON

This key should be assigned to one MRT POCC. This key
controls the MRT Reconpile Tenplates (COM,
Initialization Menu (INI), and the Record Tracking
System Paraneters (OVR) options. These options are
only used during the initial file and table build
process.

This key should be assigned to the MRT POC(s) all owed
to edit MRT system paraneters. This key controls the
MRT System Definition Menu (SD).

This key should be assigned to all users allowed to
delete MRT records. This Key controls the MRT Del ete
a Record (DR) option. Holder autonatically receives
RT RECORD DELETI ON bul I etin.

RT MRT- FR- SUPER

This key should be assigned to all File Room

Supervi sors, and perhaps one or two backups. This
key controls the ability to cancel and edit record
requests, flag records as "m ssing", renove "m ssing"
flags (if the paraneters are set so that only
fileroom supervisors may renove m ssing flags).

Hol der automatically receives RT ATTEMPT- ON-M SSI NG
REC bul I etin.

RT MRT- FR- STAFF

RT INIT

This key should be assigned to all MRT staff,
i ncl udi ng supervi sors.

This key should be assigned to all fileroomusers who
will need the OR Record Initialization option. This
option is not used at new sites.

RT TRANS- RETI RE

RTFR1- 25

DI QUT

This key | ocks the Transfer/Retire Menu and shoul d
only be given to fil eroom personnel who wll be
responsi ble for transferring or retiring records to
hol di ng areas or other archive facilities.

These keys are for the fileroons to use in securing
access to their fileroom These 25 keys are shared
wi t h Radi ol ogy | mage Tracki ng.

This key |l ocks the user' ability to print, search,
or inquire to file entries and to list file
attributes through FileMan or Ad Hoc report nenu
pat hs.
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BULLETI NS

RT ATTEMPT- ON- M SSI NG REC

This bulletinis sent to the Mssing Record nmail group when any
movenent is attenpted on a record which has been flagged as

m ssing. Also sent to all holders of the RT MRT-FR- SUPER key.

RT M SSI NG RECORD

This bulletinis sent to the nenbers of the M ssing Record mai
group when a record has been flagged m ssing. Al so sent to al

hol ders of the RT MRT-FR- SUPER key.

RT RECORD DELETI ON

This bulletinis sent to the Deleted Record nmail group when a
record has been deleted fromthe system Also sent to hol ders of
the RT DELETE key.

RT RECORD FOUND

This bulletin is sent to nenbers of the Mssing Record nail group

and all holders of the RT MRT-FR- SUPER key when a m ssing flag on
record is renoved.
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The followng formmy be used to plot the assignnent of security keys and mail

TC- 4. 4- 0579

medi cal record tracking departnent users.

groups for

MI'F: PCC.
DI VI SI ON: Phone#:
FI LE ROOM
SECURITY KEYS MAIL GROUPS
RT RT
FILE MRT | MRT * RT
MANAGER |FR FR RT RT |RT RTFR TRANS- | RT
USER NAME SUPERVISOR |STAFF | ACCESS |SUPER| STAFF| DELETE| SYS |SITEMGR| 1-25 RETIRE|INIT |DELETE|MISSING

Note: Assign the key(s)

Recommended assignment of File Manager Access Codes

User

Supervisor

Staff

NOTE: If there are problems with the PAD Clerks creating records in MiniReg assign the RT MRT-FR-STAFF key to the CV option.

FMA

Kk&Dd

k&d

sC

RT MRT-FR-SUPER,
DELETE, RT SYS,

(FMA) and Security Keys (SC)

RT MRT-FR-STAFF, RT

RT TRANS-RETIRE, RTFR1-25,

that are assigned to the records rooms the user works in.

which should be removed after F/T Built is completed.

RT MRT-FR-STAFF,

RT DELETE and RT TRANS-RETIRE can be given to the lead staff users
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Assi gnnent of RTFR keys

Use the following matrix to track assi gnnment of RTFRL1-25 security
keys which lock fileroons for both Radi ol ogy | mage Tracki ng and
PAD MRT. Only one fileroom per key should be used. Only holders
of the key may access record/image tracking in that

fileroom filmoom Check the subsystemwhich will use this key.

Key Nanme Fil e/ Fil m Room Nane VRT? | T?

RTFR1
RTFR2
RTFR3
RTFR4
RTFRS
RTFR6
RTFR7
RTFRS8
RTFR9
RTFR10
RTFR11
RTFR12
RTFR13
RTFR14
RTFR15
RTFR16
RTFR17
RTFR17
RTFR18
RTFR19
RTFR20
RTFR21
RTFR22
RTFR23
RTFR24
RTFR25
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4. PRE- ACTI VATI O\

This section will cover everything which needs to be acconplished
prior to the activation of the first fileroom Included in this
section are basic information about files, sanple data collection
forms and instructions, and informati on about the certification
of the data base for readiness.

4.1 BU LDI NG THE DATA BASE

It is inmportant to understand the classification of the files
with which MRT interacts and the sequence in which information is
entered into these files before beginning. Read through al
sections carefully before beginning any file build activities,
and use this section as a reference during the F/ T build.

Prior to the beginning of the F/T build process for MRT, the

common files build nust be conpleted. |In addition, if pull |ist
functions will be used, the PAS F/ T build should include the
bui l ding of patient record pull paraneters before the pull lists

are run for the first tinme in order to ensure that output is
pr oduced.

Any data entered into the files nust be carefully anal yzed before
doing so and should be printed out afterward for docunentation
purposes. It is recommended to build files in the Training Data
Base prior to doing so in the production environnent if such
resources are available. Doing so can greatly reduce the nunber
of m stakes or inconsistencies in data entered in the production
environment. It is also good practice for the POC who will do
the data entry.

The data entry POC should attend training in both the
functionality and in the F/ T build process for that
functionality. The greater the |evel of understanding of the
files and file relationships, the greater the |level of data
accuracy in the data base will be.

4.1.1 File Categories.

All CHCS files are classified into one of the categories
descri bed bel ow.

GROUP 1

Goup 1 files are installed with entries which contain standard
DODY M LDEP data whi ch has been supplied by the Governnent or is
considered the standard in nedical/hospital care. The entries
are considered universal and will be required at each MIF
regardl ess of size.
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The entries in these files can be revised by SAIC only after
aut hori zation by the Governnent. Generally, changes to these
entries can be made only by filing System Change Requests (SCRs).

GROUP 2 FI LES

Goup 2 files are referred to as site-specific files. These
files can be custom zed by you to neet the organizational and
operational needs of your MIF

The Goup 2 files are further divided into the follow ng three
cat egori es:

G oup 2A: These files contain entries supplied by SAlC
You can nodify the existing entries or add
new entries.

G oup 2B: These files contain entries supplied by SAIC
or other sources which cannot be nodifi ed.
You can add new entries but CANNOT nodify
exi sting entries.

G oup 2C These files are installed with the file
structure in place but contain no entries.
You will build these files on site fromdata
gat hered at your MIF.

GROUP 3 FI LES

Goup 3 files are installed containing no entries. Entries are
generated through interactive use of the systemby the users.
These entries represent historical and patient-specific data
resulting frompatient visits, diagnoses, and treatnents.

GROUP 4 FI LES
Goup 4 files are referred to as Adm nistrative/ Systens files and

contain entries which facilitate reporting, admnistrative, and
techni cal software and hardware functions.
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4.1.2 Common Files and MRT

The followng is a list of coomon files which are used by the MRT
Common files are files shared by all functionalities
within the CHCS system Data entry by MRT is not necessary for

subsystem

these files.

They will be built by the site common files POCs in

cooperation with the SAIC Conmon Files |ITL.

FI LE
USER

PROVI DER

VEDI CAL
CENTER
Dl VI SI ON

HOSPI TAL
LOCATI ON

WARD
LOCATI ON

FILE #

DESCRI PTI ON (including classification)

3

40. 8

44

42

Denogr aphi ¢ data for anyone authorized to use
CHCS. Contains FileMan access, primary nenu
assi gnnent, secondary nenus, division, and
link to the Provider File. NRT users nust be
inthis file before the first activation.
Goup 2C file.

Denogr aphi ¢ data about any health care

provi der who is scheduled to see patients or
is authorized to enter orders. This can

i ncl ude nurses, corpsnen, physician
assistants, etc. Providers nust be built
into this file prior to being defined as a
borrower. Goup 2C file.

Al'l divisions of the Medical Treatnent
Facility (current site) are defined in this
file. The divisions nust be defined before
the file areas may be entered into the
Hospital Location file and before the Record
Tracki ng Application paraneters may be set
for the division. They nust also exist in
this file prior to being defined as
borrowers. Goup 2C file.

This file contains the denographic
information for clinics, file areas, and

ot her MIF | ocations. A location nust be
defined in this file before the MRT fil eroom
setup, etc., can be entered. Al fileroons
shoul d be entered in this file prior to
activating the first fileroom Goup 2C
file.

Contains all the MIF ward | ocations and their
related data. |If inpatient records wll be
activated with MRT and wards wl | be
considered to be borrowers, this file nmust be
popul ated prior to building the borrowers.
Goup 2C file.
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DEPARTMENT
AND 45. 7
SERVI CE

ADDI Tl ONAL
MEDI CAL TREATMENT
FACI LI TY

8101.1

MVEPRS
CCDES

8119

TC- 4. 4- 0579

This file identifies the organi zati onal
structure of the MIF through definitions of
the departnents and their rel ated services.
This file must be populated prior to

activating the PAS functionality. If PASis
not built prior to activating MRT, pull list
functions will not be activated. G oup 2C
file.

Contains facilities that are not part of the
standard set of entries in the MIF file.

Al so contains outside facilities and care-

gi vers under the Managed Care Program ( MCP)
software. This file is used by MRT to
identify borrowers who are not within the
facility or its common files. An exanple
woul d be a local civilian hospital such as
Norfol k General Hospital. Goup 2C file.

Used by the MIF to define the Medi cal Expense
and Performance Reporting System ( MEPRS)
codes used determ ning the cost of direct

medi cal care. A MEPRS code or cost pool code
must be identified for each file area as it's
built into the Hospital Location file. Goup
2B file.

The followng is a list of files used by the MRT subsystemthat
come wth data and are not site nodifiable or are built as a by-

DESCRI PTI ON (including classification)

product of system use.
FILE FILE #
PATI ENT 2

DEVI CE 3.5

Main file for storage of denographic
information for the patient. Popul ated

t hrough manual and possi bly conversion
process. Entries in this file becone the
basis for patient care in CHCS. It is
inportant to note that the OP RECORD HOVE
LOCATION field in the PATIENT file is
extrenely inportant to the workings of the
MRT subsystem and shoul d have data entered at
the tinme of registration. Goup 3 file.

Defines the input and output devices which
can be accessed. MRT devices are defined
here before they may be put
room setup as a default device.
file.

into the file
G oup 4
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KEY 19.1

RECORDS 190

REQUESTED
RECORDS 190. 1

M SSI NG
RECORDS 190. 2

RECORD
MOVEMENT
H STORY 190. 3

RECORD
BATCH
PRI NT 190. 4

RECORD
TRANSFER

RETI RE

LI ST 190. 5
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This file contains the nane, subject, mai
groups, descriptions, and nessages or canned
text generated by CHCS. Goup 4 file.

Contains the nane of all nail man groups and
their nmenbers. Goup 4 file.

Keys which 'l ock' certain options in the
system Users nust be assigned the
appropriate key to access the function (e.qg.,
RT DELETE to be able to delete an MRT
record). Goup 4 file.

Entries in this file are created when records
are created in MRT. Goup 3 file.

Entries in this file are created when
requests for MRT records are entered in the
system Goup 3 file.

Entries inthis file are created when records
are flagged as "m ssing" and/or flagged as
"found pendi ng supervisor approval”". Goup 3
file.

Entries in this file are created when records
are created and noved through the system It
contains informati on on what has been done to
the patient's record (i.e., created, charged

out, etc.) Goup 3 file.

Entries in this file are created when the
option "Initialize Batch and Pull Lists from
Schedul es"” is run. Each batch list is a |list
of patients with schedul ed appointnents in

t he PAS nodul e who have no el ectronic record
created in the system Goup 3 file.

Entries in this file are created when the
option "Create List for Record
Transfer/Retire" is used. |t contains the
nanme of the file roomfrom which the records
were transferred/retired and a list of the
records involved. Goup 3 file.
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PULL

LI ST 194. 2 Entries in this file are created when the
option "Initialize Batch and Pull Lists from
Schedul es" is run. Each pull list is a list
of patients with schedul ed appointnents in
t he PAS nodul e who have el ectronic records
created in the fileroomrunning the |ist.
Goup 3 file.

LABEL

PRI NT

FI ELD 194.5 Contains the allowable fields which nay be
used in formatting for MRT labels. Goup 1
file.

RECORD

MOVEMENT

TYPES 195. 3 Defines the various all owabl e novenent for
all record types. (e.g., record creation
charged out) Goup 1 file.

VARI ABLE

PO NTER 195.5 This file defines those files which nake use
of variable pointers. For exanple, an entry
in the BORROVERS-FILE AREAS file may point
to the PROVI DER, MIF, ADDI TI ONAL MIF, RT
FI LEROOM SPECI FI C LOCATI ONS or HOSPI TAL
LOCATION file entries. Goup 4 file.

PATI ENT

CATEGORY 8156 Tabl e of different patient categories in use

by mlitary hospitals and clinics. For
exanple, All for Arny Active Duty nenbers.
Goup 1 file.

4.1.3 Data Sources.

Belowis a list of sources fromwhich data may be collected for
use in populating the MRT and related files.

a.

b.

Exi sting informati on system such as AQCESS or TRI PAS.

Site POCs: System Adm nistrator, Installation
Representati ve, Fileroom supervisors, branch clinic
department heads, MIF departnent heads, clinic
supervi sors, CHAMPUS office, Patient Adm nistration
of fice, managenent information departnent.

O her I nplenmentation Specialists (ISs) who have done
this type of activation before may have val uabl e
information/hints on getting the nost accurate data
you can col |l ect.
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4.2 DATA BASE | NSTALLATI O\

Installing the data base will require a dedicated conm tnent on
the part of the MIF. Tinme will need to be set aside to collect,
anal yze, and enter data into the system |If activities such as
construction, installation of new equi pnent, TDY, annual | eave,
and nobilizations are anticipated, they should be identified
before beginning. As training classes begin they may inpact on
the amount of time available to devote to data base installation.

The MRT subsystemis one conponent of the CHCS. CHCS is an

i ntegrated healthcare information system and al so i ncl udes
nmodul es for Pharnmacy, Laboratory, Facility Quality Assurance,
Cinical Oder Entry, Nursing, Radiology, Patient Adm nistration,
Pati ent Appoi ntnent Scheduling, and Dietetics. Prior to
operating MRT, several activities will take place to adapt the
systemto each MIF. One of those activities is data base
installation. Changes in the schedule fromone of the other
installation activities may inpact data base installation.

4.2.1 File Descriptions.

The followng is a list of files which nust be built and
mai ntai ned for MRT. Data collection and entry nust take place to
custom ze these files to the site.

FI LE FILE # DESCRI PTI ON (including classification)
LABEL
FORNVAT 194. 4 Contains the formats for the MRT (and | mage

Tracki ng) | abels (Record, Borrower, and
Request). Goup 2A file.

RECORD

TRACKI NG

APPLI CATI ON 195.1 Defines the specific paraneters for MRT
application. Contains: Application, Formats,
Pronpts, Keys, Headers, File Paraneters, Pul
Li st Paraneters and Mail G oups. Paraneters
inthe files: BORRONER- FI LE (#195.9), LABEL
FORMAT (#194.4) and RECORD TYPES (#195. 2)
nmust be defined prior to defining this file).
Goup 2C file.

RECORD
TYPES 195. 2 Defines the specific record types and their
paranmeters. Goup 2A file.
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RECORD

TRACKI NG

SYSTEM 195. 4 Def i nes purge paraneters for batch and pul

PARAVETERS lists, novenent | ogs and requests. Also
defines inpatient and outpatient record types
and interface status. Goup 2C file.

REASONS 195.6 Cont ai ns reasons for canceling requests, why
a record is flagged m ssing/found. G oup 2A
file.

BORROVER-

FI LE AREAS 195.9 Defines the specific paraneters for the
fileroonms and borrowers in MRT. Entries nmade
inthis file need to be defined first in the
Hospital Location file (#44), the Provider
(#6) file, the Medical Treatnent Facility
(8165.5), Medical Center Division (40.8), or
Addi tional Medical Treatnent Facility
(8101.1). Goup 2Cfile.

RT FI LEROOM
SPECI FI C 8376 Contains entries describing | ocation which
LOCATI ONS are usually within the fileroomitself (i.e.,

| npati ent doctor's boxes), but may al so be

| ocations within the facility where records
may remain tenporarily, be permanently stored
or checked out for use. These entries do not
need to be | ocations defined in the Hospital
Location file (#44). Use of this file
elimnates the need to clutter the Hospital
Location file. Goup 2Cfile.

4.2.2 Sanple Pl an.

Dat a base installation joins governnent and SAIC | npl ement ati on
staff as partners in the inplenentation effort. This approach
pronotes site ownership of the files, elimnates the need for
SAI C mai ntenance of site files, and nakes followup F/ T

mai nt enance training obsolete. The site staff participates in
all phases of data base installation, from planning through the
certification process.

a. Installation of the CHCS i nage containing files
popul ated with baseline data has been conpl eted (Conmon
Files). This image al so consists of products of the
denogr aphi ¢ conversi on process and infornmation gathered
during the initial data collection trip and entered
manual ly. These files are nodified by the site.

1. The Patient File is populated via the conversion
process (or nmanually).
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2. Fil es popul ated via manual data entry:
User File 3
Device File 3.5
Provider File 6
Hospital Location File 44
Label Format File 194. 4
Record Tracki ng 195.1
Application File
Record Types File 195. 2
Record Tracki ng System 195. 4
Paraneters File
Reasons File 195. 6
Borrower-File Areas File 195.9
Addi ti onal Medi cal 8101.1
Treatnment Facility File
RT Fil eroom Specific 8376

Locations File

Activation of the MRT functionality. The schedule wl|
vary fromsite to site with anount of initial
information | oaded into the data base. Wen install ed,
the data base will contain data in the common files and
the initial data for MRT. After F/ T Build Trai ning,
the initial POCs will assunme responsibility for MRT F/ T
building and will train subsequent POCs. The IS will
act as a consultant until MRT is fully activated.

1. Training will be provided by the SAICISs. At the
end of the training for POCs, the SAIC site staff
will give the site F/T POC access and verify
codes, appropriate nenus and security keys. This
access wll be required while working with the IS.

2. The site | nplenmentation/ Training POC then receives
F/T Training fromthe 1Ss on site. This training
will include file description, all phases of F/ T

buil ding, integration and inplenentation issues.

3. The I npl enmentation Team (SAIC IS and site POC)
will conplete the F/T for the MRT activation. The
site POC, upon conpletion training, will enter the
data in the data base with direct consultation
fromthe SAIC | Ss.

4. Files are analyzed and certified for 'go live'.
Training for end users is conpleted for the first
record room First record room goes online and
process of training the users for the next record
room begins. No further file build is needed
other than to attach default devices to the record
roons and to add the users for each record room as
the activations go along. This process continues
until the last record room activation
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5. The site I nplenmentation/Training POC will now be
able to instruct other governnent site staff in
both end user training and F/ T mai ntenance.

4.3 FE/ T BU LD GJ DELI NES.

Bef ore beginning the F/T build, all data collected should be

t horoughl y anal yzed for accuracy, standardization, duplication

and conpl eteness. Each form should include the name and phone

nunber of the person who conpleted the information. Follow the
recomendations in this section to build the MRT subsystem

| MPORTANT: The data entry POC nust be assigned the RECORD
TRACKI NG TOTAL SYSTEM MENU as a secondary nenu
option. You nust build the first fileroomthrough
this menu. The renmainder of the fileroonms and MRT
data may be entered either through this nenu or
t hrough the standard nenu pat hs.

NOTE: It is ALWAYS BEST to conplete all Hospital Locations in
common files DAA->CFT->CFM >HOS. A printer MJST be entered in
the default device field. This is where the Tel Com 600s w ||
print.

4.3.1 File Build Sequence.

The beginning of file build assunes that all file areas have been

built into the HOSPI TAL LOCATION file and that comon files build

is conplete or near conpletion. (Menu Path: DAA->CFT- >CFM >HOS)
a. RE- COVWPI LE TEMPLATES ( COM)

This nust be done at |east once through either MRT or
RAD | T.

b. FI LE ROOM SET- UP ( FSU)
Define all file areas as MRT fil eroons.
C. LABEL FUNCTI ONS MENU (LFM
Define all |abel formats including outpatient,
i npati ent and borrower | abels, charge-out/routing
cards, and request noti ces.
d. TYPE OF RECORD SET-UP (TYS)

Define all MRT record types (outpatient, inpatient,
occupational health, etc.).

e. APPLI CATI ON SETUP ( APP)
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Define MRT Application paraneters, such as report
headers, default central file areas for all divisions,
etc.
f. I NI TI ALI ZATI ON MENU (I NI')
Use this nenu to initialize |ocations, MIFs, etc., as
borrowers. At Al pha and Beta sites in the past, this
menu was used to initialize Inpatient records as well.
g. LOCATI ONS SPECI FI C TO RECORD TRACKI NG ( SPL)

Define and set up non-standard borrowers, such as
i npati ent doctor's boxes.

h.  REASON FILE SET-UP (RES)

Define reasons for record action description (i.e.,
FI NDI NG M SSI NG RECORDS) .

. ADDI TI ONAL MEDI CAL TREATMENT FACI LI TY SET- UP ( AMF)

Add outside facilities such as civilian hospitals.

j. BORROWNER SET- UP ( BSU)
Define Borrowers, their denographics, records types to
pul |, and synonyns (other ways to pull up this
borrower).

K. RECORD TRACKI NG SYSTEM OVERALL PARAMETERS ( OVR)
Set overall RT system paraneters and interface status.
l . MOVEMENT TYPE SETUP (MTS)
Movenent types are deployed with the system This
setup nenu allows the user to define which types use
bat ch processing and whet her this novenent wl |
generate overdue list entries.
m PRI NT BORRONER BARCODE (VEER)

Print single or multiple borrower |abels for use in
qui ck charge-outs.

n. QUEUE PURGE BACKGROUND JOB ( PUR)

Set paraneters for RT purge functions, such as
frequency and out put device.
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4.3.2 FE/ T Build Task Checkli st.

The follow ng checklist is provided to record and nonitor
conpletion wwthin the data base installation process. The form
lists tasks to be conpleted. A date conpleted columm is provided
for recording the task as conplete. The tasks include the F/ T
build for MRT files. This checklist should be used in
conjunction with the Inplenmentation checklist in Section 3. 3.

F/ T Build Task Checkli st
TASK DATE COVPLETED

1. Data collection forns returned

2. Conpl ete Data anal ysis and entry

RE- COWPI LE TEMPLATES

FI LEROOM SETUP

LABEL FORVAT

RECCORD TYPE SETUP

RECORD TRACKI NG APPLI CATI ON
I NI TI ALl ZATI ON

LOCATI ONS SPECI FI C TO RECORD
TRACKI NG

REASONS

ADDI TI ONAL MIF SETUP
BORROVWER SETUP

RECORD TRACKI NG SYSTEM
OVERALL PARAMETERS

l. MOVEMENT TYPE SETUP

m QUEUE PURGE BACKGROUND JCB

AT TS @mreeooe

3. Fi nal data anal ysis (post entry)
4. VMRT user verification

a. User file

b. Menu assi gnnent

1. MRT nenu (RT MRT- SUPER MENU)
2. File Manager Access: Dd, Kk
Fi | e Manager access code
Security key assi gnnment

Access and verify codes

Users trained in MRT

Mai | group nmenbers for bulletins.

Q@™0ao

5. MRT Activation (1st fileroom

6. MRT pull lists working properly
in first fileroom
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4.3.3 Menu Paths for F/T Build.

Opt i on Key

RTO = Record Tracking Total System Menu

MRM = Medi cal Records Menu

SD = System Definition

FSU = File Room Setup

BSU = Borrower Setup

LFM = Label Functions Menu

LF = Label For mat

TYS = Type of Record Setup

APP = Application Setup

AMF = Additional Medical Treatnment Facility Setup
RES = Reason File Setup

OVR = Record Tracking System Overall Paraneters
MIS = Movenent Type Setup

SPL = Locations Specific to Record Tracking

FI LE VENU PATH

FI RST FI LEROCOM RTO - >SD- - >FSU

BORROVER- FI LE AREA

(Fi | eroons/ Bor r ower s)

LABEL FORVAT

RT FI LEROOM

SPECI FI C LOCATI ONS

PAD- - >MRM - >SD- - >SPL

RECORD TYPES PAD- - >MRM - >SD- - >TYS

RECORD TRACKI NG APPLI CATI ON PAD- - >MRM - >SD- - >APP

REASONS PAD- - >MRM - >SD- - >RES

ADDI TI ONAL MEDI CAL

TREATMENT FACI LI TY
RECORD MOVEMENT TYPES
RECORD TRACKI NG SYSTEM

PAD- - >MRM - >SD- - >AMF
PAD- - >MRM - >SD- - >MI'S
PAD- - >MRM - >SD- - >OVR

PARAMETERS
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4.3.4 Data Collection Guidelines.

Data base installation includes the collection of information
fromyour departnment that will allow the systemto be tailored to
your facility's unique operation.

a.

Read the information provided for each file before you
begin the data collection process.

For those files that do not cone with data, special
fornms designed to collect this information are
avai l able. A set of blank fornms can be found in
Appendi x C. Exanpl es of conpleted forns can be found
inthis section after the discussion of each file.

For those files that conme with data, a print-out may be
generated to use as a data collection tool. Review
these listings carefully and note any nodifications
needed.

BE NEAT and nmake sure witing is LEG BLE. Sone forns
wi |l have a specific nunber of blanks available for the
data. Do not wite outside of the blanks.

Do not use pencil when conpleting forns or editing file
l[istings. You nmay want to use blue or black ink for
the initial edit and red or green ink to denote
corrections.

Review the tine table established under Data Base
Installation Planning so you are famliar with the
m | estones for conpleting data collection.

ORGANI ZE! Use the checklists to keep track of the
process. Mintain folders for each file.

Hold an initial neeting to start the process. Hold
regul ar neetings (e.g., weekly) to nonitor progress.

Mai ntain a journal of progress on nmail or in a
not ebook.

Save all material received as source data.

Try to establish a work area where materials may be
stored and data entry can take place. This area should
have a term nal, barcode reader, Internec Printer and
LA 75 Printer.

| dentify data entry support if needed.
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4.3.5 Data Analysis Guidelines.

A thorough analysis of the data collected nust be performed prior
to entering it into the MRT files. Data nust also be anal yzed
during the course of data entry. A final analysis wll take

pl ace when all data entry is conplete.

It is recoormended that the individual responsible for collecting
the data and the coordinator for the entire process both be
involved in the anal ysis.

Review the data collected to ensure that it neets the foll ow ng
criteria:

a. ACCURACY All information is spelled
correctly.

b. THOROUGHNESS All required data has been
provi ded.

C. STANDARDI ZATI ON St andard nam ng conventions have
been fol | owed.

d. DUPLI CATI ON No duplicate data has been
coll ected or entered.

e. LEG BILITY Data collected is | egible.

f. APPROPRI ATENESS Eval uate the val ue of the data.
Determne if the data is valid and
necessary.

Any data submtted that does not neet the criteria |listed above
shoul d be returned to the originator with an expl anation of the
deficiencies to be corrected. Establish a new due date for
return of the corrected forns/printouts. Provide any assistance
necessary to the personnel doing the corrections.

4.3.6 Step-by-Step File Build Instructions.

Any user who will be involved in the F/T building process wll
need the foll ow ng nenus, security keys, and fil e manager access
codes:

PRI MARY MENU OPTI ON: Site POC-->DG USER
| mpl ement ati on Speci al i st -->XUCORE

SECONDARY MENU OPTION: Site POC-->RT OVERALL

| mpl enent ati on Speci alist-->
RT OVERALL
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NOTE: This secondary nmenu option nust be assigned or the POC
wll not be able to build the first fil eroom and
enter into standard MRT nmenu pat hs.

Exanpl e: From main nenu option pronpt, user will enter: RTO
(or other menonic for RT OVERALL nenu)

RECORD TRACKI NG APPLI CATI ON: MEDI CAL RECORDS TRACKI NG
Select File Room <Press RETURN> (no file roomis available

yet)

** The menu which appears now is a standard MRM nenu di spl ay.
User must go into nenu path: SD --> FSU and enter first
fileroom Once this is done, standard nenu paths may be
used.

FI LE MANAGER ACCESS CODE: | npl enent ati on Speci al i st -->#KkDds
Site POC-->KkDds

NOTE: The "#" (pound sign) should be assigned only to those
individuals who will need to edit particular files in the MRT
functionality. This may not be available to all site personnel.

Security Keys: Both Site POCs and | npl enentati on Specialists
shoul d have all RT keys as well as DG SYSTEM
DEFI NI TI ONS key. Any additional necessary keys
shoul d be discussed with the site manager.

NOTE: For a conplete list of all the MRT Security Keys pl ease see
Section 3.4 in this guide.

Data types as used in this manual:
Free Text X-Y characters: Valid data is al phanuneric and
must be a mnimumof 'X characters and a maxi numof 'Y
characters. Sonme additional rules may apply such as no
numeric characters or no punctuation characters.

Nunmber between X and Y: Valid data is nuneric within the
range defined by X and Y. Decimal places allowed.

Whol e Nunber between X and Y: Valid data is nuneric within
t he range defined by X and Y. Mist be whol e nunbers.

Set of Codes: Valid data is chosen froma |ist of codes.
Pointer to the 'XYZ File: Data cones fromthe specified
file. Possible entries for this field point to another
file, entries will be available for the user to choose from

Format NNNNN or NNNNN. NNN:  Data nust be in the format
described. (N = nuneric; A = alpha).
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Must be 'X characters in |length: Data nust be exactly the
| engt h descri bed.

Word-processing: Data is unlimted free text. There are
generally no limtations on |length, however, it is suggested
that text be kept as short as possible.

The following Data Collection forns are avail able in Appendi x C

FI LEROOM SETUP

LABEL FORVAT

RECORD TYPE SETUP

RECORD TRACKI NG APPLI CATI ON SETUP

REASON FI LE SETUP

RECORD TRACKI NG SYSTEM OVERALL PARAMETERS
BORROVWER SETUP

LOCATI ONS SPECI FI C TO RECORD TRACKI NG
ADDI TI ONAL MEDI CAL TREATMENT FACI LI TY.

TPemrranoe

4.3.6.1 Fileroom Set-Up.

The File Room Set-up option provides for entry of those |ocations
to be designated as file areas in the Borrowers-File Areas File
(#195.9). ALL PAD nedical record file roons MJST be defined and
set up prior to running the initialization of the first pul

list. Failure to do so nay cause inaccurate pull lists. MRT
software only | ooks for the fileroons that are set up through
this option. If thisis a multi-divisional site, all fileroons
for all divisions nmust conplete individual File Room Set-Up data
col l ection forns.

FI LE AREA: Required Field; Pointer to the Hospital Location
File (#44).

Al file areas that will be associated with MRT

must be entered individually. The fileroom nust

be entered into the Hospital Location File first.
PHONE NUMBER: Free Text; 1-15 characters.

Tel ephone nunber of the file room The nunber is
di spl ayed on reports, etc.

Exanpl e: 233-1818, or 619-233-1818

LOCATI OV ROOV
NUVBER: Free Text; 1-15 characters.

Location (building) and room# of the fileroom
Optional. This information is displayed in the
sane | ocations as the phone nunber.

Exanpl e: Bl dg 5/ Room 320
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RECORD SORT:

ACTI ON | F HOME
| S DI FFERENT:

DEFAULT RECORD
TYPE:

VOLUVES
REQUI RED:

RECCORD
BARCODE
PRI NTER

REQUEST
NOTI CE
PRI NTER:

TC- 4. 4- 0579

Set of Codes: a for ALPHA
t for TERMNAL DI@ TS

This is the default nethod by which the file room
will print its pull/batch lists, requests, etc.
Suggested entry: Termnal Digits

Set of Codes: n for NO ACTI ON

a for AUTOVATI CALLY CHANGE

q for QUESTI ON USER ABOUT CHANGE
d

for DI SPLAY WARNI NG ONLY

The action which should be taken by the fil eroom
when a record is being checked into a | ocation
different fromthe ' HOVE LOCATION of the record.
Suggested entry: 'q for QUESTI ON USER ABOUT
CHANGE

MASTER
Pointer to the Record Types File (#195.2)

Used in I mage Tracking (RAD) ONLY.
Leave bl ank for MRT

Set of Codes: 1 ALL VOLUMES
0 LAST VOLUMVE

| ndi cates which volune(s) to pull when
initializing the pull and batch |ists.

*Printers Assigned to This File Roont

Pointer to the Device File (#3.5)

This is the default printer on which record | abels
are to be printed for this file room My be |eft
bl ank, and the systemw || pronpt the user for a
printer. The user may choose not to use fileroom
def aul t devi ces when accessi ng MRT

Exanpl e:  OBBARCCDE

Pointer to the Device File (#3.5)

The default printer on which Request Notices/Cards
are to be printed for this file room My be left
bl ank, and the systemw || pronpt the user for a
printer. The user may choose not to use fil eroom
def aul t devi ces when accessing MRT. Requests for
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records may be nade by clinics/Health Care
Providers (HCPs). It is suggested that a default
request notice printer be defined, because clinic
users may not know the nane of the device to which
t hese notices should print.

Exanpl e:  OBNOTI CE

MANAGEMENT REPORT

PRI NTER

CHARGE
CARD PRI NTER

PULL LI ST
PRI NTER

VWH CH SECURI TY
| S NEEDED?:

Pointer to the Device File (#3.5)

The default printer on which Managenent Reports
shoul d be printed. WMy be left blank, and the
systemw || pronpt the user for a printer. The
user may choose not to use default printers when
accessi ng MRT

Exanpl e: OBREPORT

Pointer to the Device File (#3.5)

The printer fromthe Device File on which

Charge/ Routing Cards should be printed for this
file room My be left blank and the systemw ||
pronpt the user for a printer. The user may
choose not to use default printers when accessing
VRT.

Exanpl e:  OBCARD

Pointer to the Device File (#3.5)

The default printer on which Pull Lists should be
printed for this fileroom My be |eft blank and
the systemw || pronpt the user for a printer.
The user may choose not to use default printers
when accessi ng MRT

Exanpl e:  OBPULL

KEY
Pointer to the Security Key File (#19.1)

Must be one of the 'RT' security keys. Secures
the file roomso that only holders of the
designated key may enter this file roomto perform
transactions on a record. Records may not be
checked into, transferred to, or recharged to the
file roomunless the user holds the security key.
If a file roomis not 'secured' , there is no
restriction and any user with the PAD nmenu can go
into the file room Note: The system cones wth
25 additional file roomsecurity keys (RTFR1-25).
Each fil eroom shoul d be assigned a key RTFR 1-25.

4-19



SAl ¢/ CHCS Doc.
18 Sep 1995

SYNONYMES:

TC- 4. 4- 0579

Free Text 2-30 characters; Miltiple values
al | owed.

Alternate nane(s) for the file area. The first
synonym shoul d be the sane as the file room nane,
as listed in Hospital Location File. The system
automatically stuffs this as the first synonym
but it nust not be renoved by the user! NOTE |If
t he nane of the Hospital Location is nore than 30

characters, the MRT systemw |l not allowit as a
synonym Nanme wi |l have to be shortened.
Mai nt enance Note: If the location nane is changed
in the Hospital Location file, user nust manually

renove old synonym and enter new one.
Exanpl es: CQutpatient, OUT, OPR

| nput screen exanpl e:

Screen One:

BORROVERS- FI LE AREAS: {system stuffs nanme in here}

Phone Number:

Locat i on/ Room Nunber :

Record Sort:

Action If Honme Is Different:
Default Record Master Type:
Vol unes Requi r ed:

*Printers Assigned to this File Roont
Record Barcode Printer:
Request Notice Printer:
Managenent Report Printer:
Charge Card Printer:
Pul'l List Printer:
*Security Key Needed to Select File Roont

Which Security Key |I's Needed?:

Screen Two:

BORROVERS- FI LE AREAS: {sanme nane as listed in first screen} RT FI LE ROOM SET- UP - -

Sel ect SYNONYMS:
{systemwi |l stuff in nane as listed in HOSPI TAL LOCATION fil e}

Sub- Screen for Synonyns:

SYNONYMS:  { synonyn} RT FILE ROOM SET-UP - -

SYNONYM {synonyn} (user may change or REMOVE synonym here)
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DATA COLLECTI ON ANALYSI S/ ENTRY:

a.

Fil eroons are entered into the Hospital Location file
(file #44) (Comon Files build)

To print a listing of file areas which have been
ent er ed:

Qutput fromwhich file: HOSPI TAL LOCATI ON
Sort by: LOCATION TYPE, @

Start with LOCATION TYPE: FIRST// FlILE AREA
Go To LOCATI ON TYPE: LAST// FILE AREA

First Print FIELD: NAME;, Cl; L30;"Fil eroont
Then Print FIELD: DI VISION C35;L25; "D vision"
Then Print FlIELD: TELEPHONE; C65; L15; "Phone #"

The first fileroom nust be set up through the RT
OVERALL (Record Tracking Total System Menu) secondary
menu option. All subsequent file areas may be built
either through this nmenu or through the standard MRT
menu pat hs.

- Menu path: RTO --> SD -->FSU (for first fileroom
SD --> FSU (for additional fileroons)

- Required Field(s): File Area

- Subsequent fileroonms may be added in the sane manner.

Al fileroons, currently being used or not, should be
set up prior to the activation of any portion of MRT
Additionally, all outlying clinics, and all divided
work centers (divisions) nmust also be set up before
initialization of any borrowers.

Print Devices: The device nanmes nay not be known
during the initial data collection process, but should
be entered during the first day of activation for that
fileroom NOTE: Wen signing into the MRT functi onal
area, if the user answers 'yes' to "Do you want to use
the file room s default devices?", and these fields are
filled in, the print process is automatic. The user
cannot change the device unless they (1) go back out,
reenter MRT and say 'no' at the above question pronpt,
or (2) gointo File Room Set Up and renove the default
devi ce nane entries.

Synonynms: The synonym provi des for a faster | ook up.
Exanple, if OUTPATI ENT RECORDS is entered as the File
Area name with no synonyns, and the user enters 'OUT

at any 'Select File Area:' pronpt, the system | ooks at
any "OQUT" string match in the borrower file for al
types of borrowers. It may cone back with a pick |ist
of names, such as OQUTLAWJOHN J, or QUITER, PAT C, al ong
wi t h OUTPATI ENT RECORDS. However, if the synonymfield
is filled in wwth "OUT", the systemw || | ook there
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FI RST for a natch. The full file area nane, as listed
in the HOSPI TAL LOCATION file, wll default
automatically as one of the synonymentries. The full
fileroom nane nust be a synonym

A printout of MRT fileroons may be obtained after data
entry by using the follow ng print tenplate:

Ad Hoc - Print File Entries

PAD --> CRM --> FQUT --> 2 Print File Entries
(User must hold the DI QUT security key)

OUTPUT FROM WHAT FI LE: BORROVERS- FI LE AREAS
SORT BY: NUMBER// APPLI CATI ON
START W TH APPLI CATI ON: FI RST// MEDI CAL RECORDS TRACKI NG
GO TO APPLI CATI ON:  LAST// MEDI CAL RECORDS TRACKI NG
Wt hin APPLI CATI ON, SORT BY: HOSPI TAL LOCATI ON TYPE
START W TH HOSPI TAL LOCATI ON TYPE: FI RST// FILE AREA
GO TO HOSPI TAL LOCATI ON TYPE: LAST// FILE AREA
FI RST PRI NT FlI ELD: NUMBER; L
THEN PRI NT FlI ELD: NAME
THEN PRI NT FI ELD: LOCATI ON ROOM #
THEN PRI NT FlI ELD: PHONE #
THEN PRI NT FI ELD: | SYNONYMS (rmnul tipl e)
THEN PRI NT SYNONYMS SUB- FlI ELD: SYNONYM
THEN PRI NT SYNONYMS SUB- Fl ELD:
THEN PRI NT FI ELD:
HEADI NG BORROVERS- FI LE AREAS LI ST
Store print logic in Tenplate: (save tenplate if
desi red, when pronpted)
DEVI CE: (Use WDE, SLAVE132, or any device allow ng
132 columm report printing)

It is reconmended that a copy of the output report be kept and be
printed each tinme a change is made to this file.
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FI LE ROOM SET- UP
(PAGE 1 OF 2)
FI LE AREA: SAMPLE OUTPATI ENT RECORDS
APPLI CATI ON: MEDI CAL RECORDS
PHONE NUMBER: 9/1|9 4/5/1/4/6/0/0
1- 15 characters)

LOCATI OV ROOM NUVBER: N/H1/0/0|/ RIM3|0|0

(1-15 characters)
RECORD SORT: D ALPHA (a) ﬂ TERM NAL DIG TS (t)

ACTI ON | F HOME | S DI FFERENT: NO ACTI ON (n)
AUTOVATI CALLY CHANGE ( a)
Q QUESTI ON USER ABOUT CHANGE ( q)

DI SPLAY WARNI NG ONLY (d)

DEFAULT RECCRD MASTER TYPE: RAD ONLY (I nmage Tracking). LEAVE
BLANK.

VOLUMES REQUI RED:
Last Vol une DAII Vol unes

*PRI NTERS ASSI GNED TO THI'S FI LE ROOWF
(1-40 characters)

RECORD BARCODE PRI NTER: SOPRECBP1

REQUEST NOTI CE PRI NTER: SOPRECCP1

MANAGEMENT REPORT PRI NTER  SOPRECTP1

CHARGE CARD PRI NTER: SOPRECCP1

PULL LI ST PRI NTER: SOPRECTP1
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FI LE ROOM SET- UP
(PAGE 2 CF 2)
*SECURI TY KEY NEEDED TO SELECT FI LE ROOW
WH CH SECURI TY KEY | S NEEDED?: RTFR1

SYNONYM S): |S|O|P|R|E|C
O/U/T|P|AT|I |[EIN|T| |R|E/C/O/R/DS
S|0/P|R
oP| |RIE/C|S
o/ P

R

2-30 characters

PERSONNEL ASSI GNED TO THI' S FI LE ROOM

STAFF SUPERVI SCR
DARRYL OAKLEY X
MERYL STREEP X
KEVI N COSTNER X
BOB NEWHART X
CANDI CE BERGEN X
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4.3.6.2 Label Format Set-Up.

The user may specify the information to appear on the | abels used
by the MRT applications. Labels nmay be formatted for records,
requests, and borrowers. Several standard |abel formats cone
with the systemfor this application and nay be used as the basis
for a new format. Sone exanples are attached. |If this is a
multi-division site, all divisions nust agree upon a single
format for borrower, outpatient and inpatient record |abels and
chart request notice card. Each division can submt their own
format for charge out/routing card.

LABEL FORMAT
NANE: Required Field; Free Text 3-30 characters.

The nanme of the label format. Renam ng of standard
| abel formats that come with the systemis not
recomended. Each application may create their own
nam ng convention. Recommend using the sanpl es
provided as a guide in defining a new | abel.
Exanpl e:  SI TE OQUTPATI ENT, BORROWNER STANDARD

APPLI| CATI ON:
Set of codes: NMEDI CAL RECORDS TRACKI NG or | MAGE
TRACKI NG

The application for which this label will be used.
Enter: Medical Records Tracking

TYPE OF
LABEL: Set of Codes: 'r' for RECORD
"b' for BORRONER
"q" for REQUEST
This code will define the purpose of the |abel and
[imt the possible selection of print fields. (See
Label Print Field listing bel ow)
Exanple: r, for SITE OUTPATI ENT record | abe
PRI NT
Fl ELD: Mul tiple val ues all owed.

Pointer to the Label Print Field file (#194.5)

The nane of the field which will appear on the |abel.

4- 25



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

PRI NT FI ELD (sub-fields):

FI ELD: Pointer to Label Print Field file (# 194.5)
The nanme of the field being edited. Entry is nade on
screen one, and appears on this screen. My be changed
or renoved here.

ROW Whol e nunber between 1 and 66.
Row position for this field on the |abel. Nunber of

rows available will be dependent on the size of the
| abel chosen. Normally, the maxi num nunber of rows is

18. If alarger print is used (i.e., size 3), be aware
that fewer rows will be available for text, as size 3
W Il use nore space on the |label. Rows run

hori zontal |l y.
Exanple: 2

COLUMN: Whol e nunber between 1 and 80.
Col umar position where this field wll print on the
| abel. Colum position will depend on the size of the
| abel chosen. Nornmally the maxi mum nunber of col ums
is 35 on an Intermec Printer. Columms run vertically.
Exanple: 15

TI TLE( OPTI ONAL) :
Free Text 1-15 characters.

Optional title to be printed for the field. If no title
is needed, |leave this field bl ank.

Exanple: The Date of Birth field name can be printed
on the label as DOB, if DOBis entered as the Title.

LI TERAL

TEXT: Free Text 1-80 characters.
Text which will print when the print fieldis 'free
text'.
Example: --- MIF BORROAER LABEL - - -
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VWhol e nunber between 1 and 3.

Determ nes the size of the print (font). '1' is the
smal lest print, and "3" is the largest. A size 3 print
Wil use 2 rows and approximtely 1.5 colums. Each
field can be a different size.

Exanpl e: Nane nay be size 3, Age size 2, and Sex
size 1.

Set of Codes: 'y' for YES
"n" for NO

I ndicates this field should be displayed in barcode
format on the label. Fields that are to be displayed
i n barcode format shoul d appear at the bottom of the

| abel. A YES neans that the systemtransl ates the
value of this field entry into barcode. Normally the
only barcode printed field is ' BARCODE FOR RECORD ,

al though Fam |y Menber Prefix/ Social Security Number
(FMP/ SSN), register #, and nane may al so be barcoded.
It is recoomended to only barcode for record. This is
the nost efficient use of MRT, as you will get a direct
hit on the particular patient record.

Exanple: NO
ROWS
Whol e nunber between 1 and 66.

Total nunber of rows (including any blank rows) for
this | abel.

Example: 18

Whol e nunber between 1 and 99.

The default nunber of |abels to be printed when this
| abel is generated. Recommend printing one | abel.

Exanmple: 1
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| nput Screen Exanpl e:

Screen One:

LABEL FORMAT: {nanme of |abel, as user entered it,
*Label

Name: {name of |abel}
Type of Label:
Print Fields:

Nunmber of Rows in Format:

Sub- Screen of Print Field:

PRINT FIELDS: {name of print field appears here}

Field: {name of print field}
Title (Optional):
Literal Text:

appears here}

Nunber of Labels for Fornat:
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DATA COLLECTI ON/ ANALYSI S/ ENTRY

a. Build the formats after building the fil eroons.

b. It is not recoomended that any existing |abel format
names be changed, although the print fields may be
nodi fi ed.

C. Certain | abel formats nust be agreed upon for all

divisions. These are: any |abel assignhed to a record
type (e.g., OUTPATI ENT STANDARD, | NPATI ENT STANDARD,
OCC HEALTH RECORD), Borrower |abel, and Chart Request
Notice. Charge-out Routing Cards and any | abel format
for a record type unique to a division (e.g., 8th

ENG NEERS ACTI VE DUTY) nmay be division specific.

d. Nunmber of Labels: |If there is a need to print nore
t han one | abel (an exanple could be the Borrower
Barcode | abel), change this field to the correct
nunber needed. If this nunber is left at 1, and the
user needs 5 | abels, the user will have to enter and
print the borrower 5 separate tines.

e. Menu Path: SD --> LFM -->LF (Label Formatter)
SD --> LFM -->TL (Test Label Format)
to test print |abel

f. Entries in this file:

1. Point to Label Print Field file (#194.5)
2. Required fields: LABEL FORVAT (nane)

g. The system automatically assigns a record nunber
(different than regi ster nunber for inpatient records)
whi ch may be selected as a print field on the barcode
| abel. The user may enter this nunber to select a
patient. A barcode nunber wll also print beneath the
barcode itself. Exanple of a barcode nunber:
A1071%642. The entries preceding the '$" sign
represent the unique code for the MIF and the entries
following the '$' sign represent the patient record.
At a nulti-division site, all divisions have the sane
MIF code nunber.

h. For a charge-out/routing card, the nunber of rows in
format should be set to the nunmber of |ines of actual
print fields rather than to the actual nunber of I|ines
avai l abl e on the card. Exanple: An 18 |line capable
card that has a 12 row format should have 12 as the #
of rows in format. This will allow the systemto
print dinic, Provider, and Appointnent date/tine
after line 12. Doing this incorrectly may cause the
appoi ntment information to print on the next card.

4-29



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

i A print template is included in Appendix E of this

guide for printing entries in this file.

BORROVWER LABEL EXAMPLE (NOT DI VI SI ON SPECI FI C)

---- STANDARD BORROVER LABEL ----

Nane: GENERAL SURGERY CLI N C
Borr. Loc: RM 456 Printed: Jun 6, 1991@915

Phone: 619-213-8876
MIF: 11111
| | | BARCODE] | |

CHARGE OUT/ ROUTI NG CARD (DI VI SI ON SPECI FI C)

For Oficial Use Only
* * Personal Data - Privacy Act of 1974 * *

Charge Qut/Routing Card for 99/999-99-9999
Pat i ent : DOE, JANE

Sex: FEMALE Cat egory: A4l
DEERS: Patient is Eligible
DOB: 05/ 10/ 57 Sponsor's G ade/ Rank: AG6

Sponsor's Duty Phone #:619-535-7118

Appoi nt nent Cinic Provi der
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CHART REQUEST NOTI CE (NOT DI VI SI ON SPECI FI C)

---- CHART REQUEST NOTICE ----
Pati ent Nanme: DOE, JANE
SSN: 99/ 999- 99- 9999
Current Loc: OPR
Cur Ph#:333-5533 Cur Rm OPR
SEND TO DR. CASEY
Requestor: |1CU
Phone #: 444- 3333
Date Needed :17 May 1991@500

| NPATI ENT LABEL (NOT DI VI SI ON SPECI FI C)

Nanme: DOE, JANE
SSN: 99/ 999- 99- 9999 Reg#: 8888888
MIF:

DOB: 29 May 1957 VEDI CAL RECCRD
Age: 24

Sex: FEMALE Rec#: 29342

GRADE/ RANK: A06 Vol .:1

ATT. PHY. : MOOTZ, DONALD J

PT CAT: A4l ADM DATE: 14 May 1991@010
| || BARCODE] | |

OUTPATI ENT LABEL (NOT DI VI SI ON SPECI FI C)

***Qut pati ent Record***
| RELAND ARMY HOSPI TAL

DOE, JANE

99/ 999- 99- 9999

Age: 24 DOB: 1 May 1957 Sex: Femal e
OQUTPATI ENT REC#29671 Vol : 2

PT CAT: A31 GRADE/ RANK: AE6

| | | BARCODE]| | |
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PRINT FIELD

ADM SSI ON DATE

ADM TTI NG PHYSI Cl AN
AGE

APPO NTMENT CLINI C
APPO NTMENT DATE
APPO NTMENT PROVI DER
ATTENDI NG PHYSI Cl AN
BARCODE FOR BORROVER
BARCODE FOR RECORD
BARCODE FOR REQUEST
BARCODE NAME
BORROVER S LOCATI ON
BORROVNER S PHONE

CURRENT BORROVER/ LOCATI ON

CURRENT DATE/ Tl ME
CURRENT PHONE #
CURRENT ROOM#
DATE OF BI RTH

DEERS ELI G BI LI TY CODE

FMP/ SSN

FREE TEXT

FREE TEXT1

FREE TEXT2

FREE TEXT3

FREE TEXT4

FREE TEXT5

FREE TEXT6

HOVE LOCATI ON
NANE

MTF

PATI ENT CATEGORY
PATI ENT PHONE
RECORD #

REG STER NUMBER
REQUEST #

REQUEST COMVENT
REQUESTED DATE/ TI ME
REQUESTI NG USER
REQUESTOR
REQUESTOR S DI VI SI ON
REQUESTOR S LOCATI ON
REQUESTOR S PHONE
SEX

SPONSOR DUTY PHONE
SPONSOR GRADE/ RANK
SPONSOR NANME
STATION/ UNI T

TYPE OF RECORD
VETERAN

VOLUVE NUVBER

Fl ELD:
TYPE:

Nanme of field that wll
Record, Request,

TC- 4. 4- 0579

LABEL PRI NT FI ELDS
FI LE #194.5

TYPE OF LABEL

RECORD or
RECORD or
RECORD or
RECORD
RECORD
RECORD
RECORD
BORROVEER
RECORD or
REQUEST
ALL
BORROVEER
BORROVEER
REQUEST
ALL
REQUEST
REQUEST
RECORD or
RECORD or
RECORD or
ALL

ALL

ALL

ALL

ALL

ALL

ALL
RECORD or
ALL

ALL
RECORD or
RECORD or
RECORD or
RECORD or
REQUEST
REQUEST
REQUEST
REQUEST
REQUEST
REQUEST
REQUEST
REQUEST
RECORD or
RECORD or
RECORD or
RECORD or
RECORD or
RECORD or
RECORD or
RECORD or

Bor r ower

REQUEST
REQUEST
REQUEST

REQUEST

REQUEST
REQUEST
REQUEST

REQUEST

REQUEST
REQUEST
REQUEST
REQUEST

REQUEST
REQUEST
REQUEST
REQUEST
REQUEST
REQUEST
REQUEST
REQUEST
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DEFAULT TITLE

Age:

NAMVE
Borrower's Loc:
Phone #:
Current Bor:
Printed at:
Current Phone#:
Current Room¥:
Dob:

DEERS:

FMP/ SSN:

Home Locati on:
Nane:

MTF:

PAT CAT:

Record #:

Request #:
Commrent :

Needed:

User:

Bor r ower :
Requestor's Div:
Requestor's Loc:

EXAMPLE

02/ 08/ 93
VELBY, MARCUS
65

ENT CLINIC
02/ 08/ 93
VELBY, MARCUS
VELBY, MARCUS
6/ 234

A2222/ 12345
REQ12234-
JOHN DCE

RM 456- D
444- 3333
VELBY, MARCUS
Aug 6, 1986
333-5533
456D 1

05/ 10/ 57

E- 50

99/ 999- 99- 9999

TROY | SC
DOE, JANE
FT. KNOX

555-1212
12345
8888888
566

SEND TO DR. CASEY
JAN 17,1986 11:30

BOB TYPUSER
I CU

MAI N DI VI SI ON
RM 456- D

Requestor's Phone #: 444-3333

Sex:

Record Type:
Vet er an:
Vol une #:

appear on the |abel.

FEMALE

619- 535- 7118
AC6

DOE, JOHN
2ND MAR DI V

VEDI CAL RECORD

YES
999
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LABEL FORVAT WORKSHEET

LABEL FORVAT NAME: OUTPATI ENT STANDARD LABEL

APPLI CATI ON: MEDI CAL RECORDS

TYPE OF LABEL: @ RECORD (r) D BORROVER ( b) D REQUEST( q)

PRI NT FI ELD ROW COL TI TLE( OPTI ONAL) LI TERAL TEXT S| ZE BARCODE
HOVE LOCATI ON 1 14 2 N
NAVE 5 1 PATI ENT: 3 N
FMP/ SSN 7 1 FMP/ SSN: 3 N
DATE OF Bl RTH 9 1 DOB: 2 N
SEX 9 14 SEX 2 N

< < < <X <X < < < < < < < <
z z z z zz 2z 2z 2z =z z z 2

NUMBER OF ROAS | N FORNAT: E NUMBER OF LABELS:

(1-66) (1-99)
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LABEL FORVAT WORKSHEET

LABEL FORVAT NAME: OUTPATI ENT STANDARD LABEL
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4.3.6.3 Record Type Set-Up.

Defines the various nedical record types and their paraneters.
The system cones with two standard record types, OUTPATI ENT and
| NPATI ENT for nedical records. |If this is a nmulti-divisional
site, only one form per nedical record type needs to be
conpleted. All divisions nust agree with the paraneters for al
record types with the exception of overdue cutoff days, which is
definabl e by each record roomfor that record type.

NANE: Required Field; Free Text 3-30 characters, Al pha
characters only.

The nanme of the record type.

Exanpl e: Qutpatient
ABBREVI ATI ON:  Free Text 1-3 characters.

Short code for the record type.

Exanpl e: QUT for Qutpatient Medical Record.
CAN RECORD BE

REQUESTED?: Set of Codes: y for YES
n for NO
| ndi cates whether this record type nay requested
by a user or by pull list functions. |If NO this
record type will not appear on a pull [Iist.

Suggested entry: YES

| S RECORD
TEMPORARY?: Set of Codes: vy for YES
n for NO

| ndi cates whether this is a tenporary record. The
user may need to create a tenporary record for a
patient if the OUTPATIENT record is m ssing.

Exanmple: NO

ASK FOR CONTENT
DESCRI PTOR?: Set of Codes: vy for YES
n for NO

If a 'YES response is entered for this paraneter,
users wll be pronpted to enter an optional
description of the contents of a record when a new
record is created using the Create a

Label / Record/ Vol unme option. The content

descriptor is also displayed in Record Inquiry.
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MASTER
FOLDER

TC- 4. 4- 0579
At this time, an answer of 'no' to this field wll
not prevent the pronpt from appearing to the user.

Suggested entry: NO

Pointer to the Record Types File (#195.2).

For use by Image Tracking (RAD ONLY). ***LEAVE
BLANK* * *

MULTI PLE VOLUMES

ALLONED?:

DESCRI PTI ON:

Set of Codes: y for YES
n for NO

| ndi cat es whether or not there can be nore than
one vol une per patient of this Record Type. Both
i npatient, outpatient and nost other record types
wi |l have nore than one vol une.

Exanpl e: YES
Free Text 1-80 characters.
Optional description of the record type.

Exanpl e: Qutpatient Record Type or |npatient
Record Type.

| NQUI RY DI SPLAY

ORDER:

| NACTI VATI ON
DATE

RECORD LABEL
FORVAT:

REQUEST NOTI CE
FORMAT:

Requi red Field; \Whole Nunber between 0 and 999.

This is the order in which the record type wl|l
appear on the Record Inquiry.

Exanple: Qutpatient 1, Inpatient 2, etc.

DO NOT USE during initial data collection and data
entry.

Pointer to the Label Format File (#194.4)

The | abel format which should be printed when a
new record is created. Only record |abel formats

associated with the MRT application are all owed.

Exanpl e: Qutpatient Label, Inpatient Label

Pointer to the Label Format File (#194.4)

The | abel format which should print when this
record type is requested. Only request notice
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formats associated with the MRT application are
al | owed.

Exanpl e: Chart Request Notice

PENDI NG REQUEST CUTOFF

( DAYS) :

VWhol e nunber between 1 and 100.

The nunber of days an unfilled request for the
record type may remain in ' PENDI NG status before
it reverts to a status of 'UNFILLED and the
request is purged by the RT purge process. Try to
keep the nunber as | ow as possible in order to
prevent a 'build-up' in the REQUESTED RECORDS
file. NOTE: Does not apply to pull lists. A pul
list in a requested status will only be purged
after 30 days.

Exanmple: 9

CURRENT BORROWER FUTURE REQUEST TIME M NI MUM (M NUTES) :

Whol e Nunber between 1 and 99999.

The earliest future date/tinme, in mnutes, that
the current borrower of a record may request that
sane record after he/she has returned it. Said
anot her way, how | ong does he/she have to wait to
request this same record again. (1440 mnutes =1
day.) This field may al so be | eft blank, thereby
not restricting the borrowi ng of records by the
sanme borrower consecutively.

Suggested entry: bl ank

# PREVI QUS MOVEMENTS

TO RETAI N:

Whol e Nunmber between 10 and 100.

The nunber of previous novenents of a record(e.qg.
charge-out, check-in) which should be retained
online for this record type. Renenber that this
is specific to the individual record. For
exanple, if you set the outpatient record type to
retain 25 novenents and a patient has 3 vol unes of
their outpatient record, up to 25 novenents w ||
be stored online for each volune, totalling a
possi bl e 75 nmovenents to print/display just for
this patient's outpatient records. Try to keep

t he nunber of previous novenents as | ow as
possi bl e.

Exanpl e: 20
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REQUEST PURGE CUTOFF

( DAYS) :

K TO PURGE
DATA?:

Whol e Nunber between 1 and 100.
The nunber of days requests, (filled and pending),
shoul d be retained in the system before being
purged. Try to keep the nunber as | ow as
possi bl e.
Exanple: 10
Set of Codes: y for YES

n for NO

When set to yes, old pull |ist requests, previous
novenments, etc. are purged.

Suggested entry: YES

CONTROL COF FI NDI NG

RECORDS

LI NKED
RECORDS

ALLOMBLE FI LE
ROOVS:

Set of Codes: f for FILE ROOM SUPERVI SOR ONLY!
a for ANY USER

Thi s defines which users are able to renove
'mssing' record flags fromthe record type. |If
set to FILE ROOM SUPERVI SOR ONLY, only users who
hold the RT MRT-FR-SUPER security key will be able
to renmove the mssing flag fromthe record. |If
set to ANY USER, any user, including PAS users can
remove the 'mssing’ flag and process the record.
A bulletin is generated and sent to all nenbers of
the mail group set up for MRT m ssing records
bulletins and to all holders of the RT MRT-FR-
SUPER security key.

Suggested entry: Any User

Pointer to the Record Types File (#195.2);
Mul tiple val ues all owed.

O her record types which should al so be created
when this record type is initially created.

It is not suggested to use this option with MT
This option was designed for Image Tracking. Wth
medi cal records, not every patient will have every
record type. The individual file roons shoul d
create their own records.

Pointer to the Borrowers/File Areas File (#195.9);
Mul ti pl e val ues al |l owed.
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All file roons which may store this record type.
The systemw Il only allow file roons associ at ed
with the MRT application are to be entered here.
At a multi-division site, ALL division file roons
that have this record type MJUST be entered here.
If the file areas are not identified here, they
will not be able to create these records in their
fileroom

Exanpl e: Qutpatient Record Room

ALLOMBLE FI LE ROOVB (sub-field):

OVERDUE RECORD
CUTOFF ( DAYS):

VWhol e nunber between 1 and 100.

Sub-field of Allowable File Roons. Enter the
nunber of days a record nay be kept by a borrower
before it beconmes overdue for this fileroom It
is best to keep this nunber |ow.

Suggested entry: 5

DATA COLLECTI ON/ ANALYSI S/ ENTRY

a.

Entries in

a.

Build this file after building Label Formats (I abel
formats nust be attached).

One data collection formis conpleted per nedical
record type. At a nulti-divisional site, all divisions
nmust agree on the sane information per record type
(Exanpl e: the host MIF and outlying sites all use

Qut pati ent nedical record type, however, only one

Qut patient Record type Set-Up formis submtted).

Menu Path: SD --> TYS

"Multiple Volunmes All owed?:' set to YES for inpatient
and outpatient record types and all other record types
which may utilize nmultiple folders/charts/etc.

this file:

Point to Label Format file (#194.4), Record Tracking
Application file (#195.1), and Borrowers-File Areas
file (#195.5).

Required fields: Name, Inquiry D splay O der

A listing of record types may be printed through the

use of an ad hoc report. Please refer to the print
tenpl ate provided in Appendi x E of this guide.
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d. A 'Tenporary' record type nmay be useful for outpatient
fileroons, where the patient may need the use of a
medi cal record nore frequently. |If the origina

medi cal record is mssing or inactivated for any
reason, the tenporary fol der may be used.

| nput Screen Exanpl e:

Screen One:

RECORD TYPES: {name of record type sel ected} RT TYPE SET-UP
Name: {record type nane} Abbreviation:
Can Record Be Requested?: Is Record Temporary?:

Ask for Content Descriptor?:

Master Folder:

Multiple Volumes Allowed?:

Description:

Inquiry Display Order: Inactivation Date:
*Label Format Specifications*

Record Label Format:
Request Notice Format:

Screen Two:

RECORD TYPES: {record type nane} RT TYPE SET-UP -- CONTINUATION
*Cutoff/Purge Parameters*

Pending Request Cutoff (Days):

Current Borrower Future Request Time Minimum (Minutes):

# Previous Movements to Retain:

Request Purge Cutoff (Days):

OK to Purge Data?:

*Missing Record Control Parameters*
Control of Finding Records:

Screen Thr ee:

RECORD TYPES: {record type nane} RT TYPE SET-UP -- CONTINUATION
*Other Records to Create When*

*Initializing the {record type name}*
Linked Records:

*File Rooms Allowed to Store {record type nane}*
Allowable File Rooms:
{multiple field}

Sub- Screen of 'All owable File Roons':
ALLOWABLE FILE ROOMS: {nanme of file room} RT TYPE SET-UP -- CONTINUATION

Allowable File Room: {name of file room
Overdue Record Cutoff (Days):
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NAME: |SIAIMP|L|E

(3-30 characters)

APPL| CATI ON: X| MEDI CAL RECORDS TRACKI NG

ABBREVI ATl ON: S|A|M

(1-3 characters)
CAN RECORD BE REQUESTED?: YES D NO
I S RECORD TEMPORARY?: D YES NO
ASK FOR CONTENT DESCRI PTOR?: YES D NO
MASTER FOLDER | mage Tracking (RAD ONLY) LEAVE BLANK.
MULTI PLE VOLUMES ALLOWED: YES D NO

DESCRI PTI ON:

SIAIMP|LE| |RIE|IC|O|R|D| |T|Y|PE

(1-80 characters)

I NQUI RY DI SPLAY ORDER: 7| (0-999)
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RECORD TYPE SET- UP
(PAGE 2 OF 2)
* LABEL FORMAT SPECI FI CATI ONS*
RECORD LABEL FORMAT: QUTPATI ENT _STANDARD LABEL

REQUEST NOTI CE FORVAT: CHART REQUEST NOTI CE

* CUTCOFF/ PURGE PARAMETERS*

PENDI NG REQUEST CUTOFF ( DAYS): 3/(1-100)

CURRENT BORROWER FUTURE REQUEST TIME M NIMUM (M N): (1- 99999)
# PREVI OUS MOVEMENTS TO RETAI N: 2|5/ (10- 100)

REQUEST PURGE CUTOFF (DAYS): 3/(1-100)

K TO PURGE DATA?: YES D NO

*M SSI NG RECORD CONTROL PARAVETERS
CONTROL OF FI NDI NG RECORDS: FI LE ROOM SUPERVI SOR ONLY (f)
l ANY USER (a)

*OTHER RECCORDS TO CREATE WHEN | NI Tl ALI ZI NG THE RECORD TYPE*
LI NKED RECORDS:

*FI LE ROOM5S ALLOWED TO STORE RECORD TYPE*
ALLOMBLE FI LE ROOVE: SAMPLE OUTPATI ENT RECORDS
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4.3.6.4 RIT Application Set-Up.

RECORD TRACKI NG APPLI CATI ON SET- UP

The foll owm ng paraneters nust be defined for the MRT application.
If this is anulti-divisional site, each division nust conplete
the division paraneters section of this form The renaining
sections need to be agreed upon by all divisions.

APPLI CATI ON: Required Field; (Medical Record Tracking
(1)mage Tracki ng

Enter: Medical Record Tracking
SERVI CE: Pointer to the Departnment and Service File.

The Departnent/ Service responsi ble for the
application. This field should be |left blank.

Exanpl e: Patient Adm nistration or Departnent of
Adm ni stration.

Suggested entry: LEAVE BLANK

SYNONYMS: Free Text 3-30 characters; Miltiple values
al | owed.

Al ternate nanmes or codes for the application. At
| east one synonym MJUST be entered.

Exanpl e: MRT or RT
* DI VI SI ON PARAMVETERS*

Dl VI SI ON: Pointer to the Medical Center Division File.
Mul tiple values allowed. Enter ALL divisions that
will use MRT

The follow ng paraneters apply to each division
that will be using the application. Enter the
di vi sion associated with this MRT application.
This division entry wll appear as a default,
however the user may enter another allowabl e
division if he/she has access.

Exanple: (enter nane of MIF or outlying division
nane)
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DI VI SION (sub-fields):

CENTRAL FI LE
AREA:

DEFAULT PULL
LI ST SORT:

FOLDER PULL
METHOD:

PRI NT PULL
NOTI CE:

Pointer to the Borrowers-File Areas File (#195.9).

This is the central file roomfor this MRT
application and division. The file roomentered
inthis field will be displayed as the default
when signing into the MRT application in that
division. Also patients who were registered in a
given division wll appear on the batch [ist for
that division's central file area.

Exanpl e: Qutpatient Record Room

Set of Codes: 't' for TERMNAL DIG TS
'¢' for CLIN C NAVME THEN
TERM NAL DIA TS
"a' for APPO NTMENT TI ME
"p' for CLIN C NAVE THEN
PATI ENT NAME

The nethod by which pull lists are generally
sorted for the MRT application in this division.
This is for default only. User can change pul
[ist sort when pull lists are run.

Suggested entry: dinic Nane Then Terminal Digits
Set of Codes: 'O for PULL SUB- FOLDER
"1l for PULL MASTER FOLDER
| mge Tracking (RAD ONLY). LEAVE BLANK
Set of Codes: 'O for Print only if request
not charged
"1" for Always print pull notice

| mge Tracking (RAD ONLY). LEAVE BLANK

*RECORD TYPE PARAMETERS W THI N (DI VI SI ON) *

TYPE OF
RECORDS

Required Field; Pointer to the Record Types File
(#195.2). Miltiple values allowed.

Each record type associated with the MRT
application for this division nust be entered.

Exanpl e: Qutpatient, Inpatient, Tenporary
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Pointer to the Borrowers-File Areas File (#195.9).

File room associated with the division and MRT
application. This is the hone |ocation the system
shoul d assign to records when they are initially
created in this division, although the user has
the option to enter any hone | ocation to which

t hey have access. This nust be a file room

Exanpl e: Qutpatient Records

Pointer to the Borrowers-File Areas File (#195.9)

Enter the nunber of nonths back the systemw ||
search a record when creating a retire/transfer
list. Arecord will be included in this list if
the date of last activity, which is entered when
the list is created, is prior to the nunber of
nonths entered in this field.

Exanpl e: 60 nont hs

DEFAULT | NI TI AL

BORROVER

CHARGE TAG
FORIVAT:

Pointer to the Borrowers-File Areas File (#195.9)

This is the borrower the record will be charged to
upon creation. Usually this is the sane as the
default hone | ocation.

Exanpl e: Qutpatient Record Room

Pointer to the Label Format File (#194.4)

The nane of the Charge Tag (charge-out card)
format to be used when charging out records. A
new | abel format, 3-30 characters can al so be
entered at this tinme, but the user would then have
to go into Label Format functions and define the
paranmeters of that | abel

Exanpl e: Charge Qut/Routing Card
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ROUTI NG TAG
FORIVAT:

PROFI LE/ REPORT
HEADER:

ENTI TY SELECT
PROWPT:

ENTI TY DI SPLAY
HEADER:

RECCORD
PROWPT:

TC- 4. 4- 0579

Pointer to the Label Format File (#194.4)

The name of the Routing Tag (routing card) fornat
to be used when charging out records. A new | abel
format, 3-30 characters can al so be entered at
this time, although this is generally the sane as
t he charge-out card.

Exanpl e: Charge Qut/Routing Card

*M SCELLANEQUS PARAMETERS*

Free Text 5-40 characters.

This field allows definition of the headi ng which
wi |l appear on the 'Record Inquiry' and 'Trace
Movenent History' reports.

Recomrended header: MEDI CAL RECORDS REPORT

Free Text 3-40 characters.

This field is used to enter the wording to appear
on the screen for 'Select' pronpts which point to
the PATIENT file. Use both upper and | ower case
letters.

Reconmended entry: Sel ect Patient

Free Text 3-25 characters.

This field is used in the 'Records Charged to a
Borrower' report as the title for the patient nane
list, and above any report columms which feature
the NAME field fromthe PATIENT file. Use both
upper and | ower case letters.

Recommended entry: Patient Nanme

Free Text 3-30 characters.

This pronpt is used in all options in the
Transaction Menu, in the Request A Record option
and at any point in which the systemis | ooking at
the RECORDS file. Use both upper and | ower case
letters.

Reconmended entry: Record
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Pointer to the Record Types file (#195.2)

Enter the type of record the system should
initially create for a patient in this
application. If any |linked records have been
defined, these will be created at the sane tine.

Reconmmended entry: OUTPATI ENT

BORROVER BARCODE

FORVAT:

FI LE ROOM
SUPERVI SOR
KEY:

FI LE ROOM
STAFF KEY:

DELETED RECORD
MAI L GROUP

Pointer to the Label Format File (#194.4)

The | abel format to be printed for borrowers
associated with the MRT application. Either a
standard format or a site defined fornmat may be
used. NOT DIVISION SPECIFIC. Al divisions nust
use the sane Borrower Barcode Fornat.

Exanpl e:  Borrower Labe

Free Text; Miust be one of the 'RT' security keys.

The appropriate RT supervisor security key for
this MRT application. Mist be agreed upon by al
divisions. Note: Each file roomnay have an

addi tional security key, unique to their fileroom
which is entered in File Room Set-Up. Hol ders of
this key wll receive all RT nmail bulletins.

Recomrended entry: RT MRT- FR- SUPER

Free Text; Mist be one of the 'RT' security keys.

The appropriate RT staff security key for this MRT
application. My also be utilized to | ock
fileroons.

Recommended entry: RT MRT-FR- STAFF

Pointer to the Mail Goup File (#3.8).

The mail group nust be setup initially through the
Manage Mail Man nmenu. The del eted record mai

group will receive bulletins each tinme an MRT
record is deleted fromthe system NOTE: Hol ders
of the RT DELETE key will al so receive these
bul | eti ns.

Exanpl e: NMRT DELETE
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M SSI NG RECCRD
MAI L GROUP

BORROVER FI LE
PARAMETERS:

TC- 4. 4- 0579

Pointer to the Mail Goup File (#3.8).

The mail group which is to receive bulletins when
a record is flagged as m ssing or has a m ssing
flag renoved.

Exanpl e: MRT M SSI NG

* BORRONER PARAMETERS*

Mul ti pl e val ues al |l owed.

This group of parameters allows definition of the
different entities which nay be defined as
borrowers. Entities fromthe followng files may
be used:

a. HOSPI TAL LOCATI ON (#44)

b. MEDI CAL CENTER DI VI SI ON (#40. 8)

C. VEDI CAL TREATMENT FACI LI TY (#4)

d.  ADDI TI ONAL MEDI CAL TREATMENT FACI LI TY
(#8101. 1)

e.  PROVIDER (#6)
f.  RT FI LEROOM SPECI FI C LOCATI ONS (#8376).

BORROVER FI LE PARAMETERS (sub-field):

BORROVER
FI LE:

ASK PHONE/
ROOM?:

ASK FOR
ASSCOCI ATED
BORROVER?:

This will be filled in as you enter this from
screen one. It will be one of the six file
entries |isted above.

Set of Codes: 'y' for YES

"n" for NO
When a borrower is selected the system can be set
to pronpt the user to update the borrower's phone
nunber and | ocati on/room

Suggested entry: NO

Set of Codes: 'y' for YES
"n" for NO
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When this borrower class is selected, should the
user be pronpted to enter an Associ at ed Borrower?
Best use may be in the case of ward and clinic as
borrowers (enter the ward/clinic as the borrower,
and the HCP as the associ ated borrower).

Suggested Entry: NO

Set of Codes: 'y' for YES
"n" for NO

When a borrower is selected, should the system

di splay all nedical records currently charged to
that borrower? 1In the case of divisions, which
rarely have records charged to them you may want
to answer 'yes' here. However, with clinics and
provi ders, who nmay have literally hundreds of
records charged to themat any one tine, it is
usual Il y cunbersone and tinme-consum ng for the user
to return through nmultiple screens of information,
and the paraneter in this case should probably be
set to 'no'.

Suggested entry: NO

| nput Sanpl e Screen:

Screen One:

RECORD TRACKING APPLICATION: {Application you are inj} RT APPL SET-UP -- CONTINUATION

Service:
Synonyms:
(multiple field)

Sub- Scr een:

SYNONYMS: {synonymj

Synonym: {sSynonym}

Division:
(multiple field)

*Application Set-Up for MEDICAL RECORDS TRACKING*

Sub- Scr een One:

DIVISION: {division}

Division: {division}

Central File Are:

Default Pull List Sort:

Folder Pull Method:
Print Pull Notice:

Sub- Scr een Two:

DIVISION: {division}

RT APPL SET-UP -- CONTINUATION
<--User can change or remove this here
*Division Parameters*
RT APPL SET-UP -- CONTINUATION
RT APPL SET-UP -- CONTINUATION
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*Record Type Parameters Within {division}*
Type of Records:
(multiple field)

4-50



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

Sub- Screen of Type of Record:

TYPE OF RECORDS: {record type} RT APPL SET-UP -- CONTINUATION
Type of Record: {record type}

Default Home Location:

Default Initial Borrower:

Charge Tag Format:
Routing Tag Format:

Screen Two:

RECORD TRACKING APPLICATION: {application} RT APPL SET-UP -- CONTINUATION
*Miscellaneous Parameters*

Profile/Report Header:

Entity Select Prompt:

Entity Display Prompt:

Record Prompt:

Default Record Creation Type:
Borrower Barcode Format:

File Room Supervisor Key:
File Room Staff Key:

Deleted Record Mail Group:
Missing Record Mail Group:

Screen Three:

RECORD TRACKING APPLICATION: {application} RT APPL SET-UP -- CONTINUATION
*Borrower Parameters*

Borrower File Parameters:
(Multiple Field)

Sub- Screen of Borrower File Paraneters:

BORROWER FILE PARAMETERS: {file name} RT APPL SET-UP -- CONTINUATION

Borrower: {borrower file nane}
Ask Phone/Room?:

Ask for Associated Borrower?:
Show Charged Records?:
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DATA COLLECTI ON ANALYSI S/ ENTRY

Borrower File Paraneters: EXAMPLES

Show
Ask for Chg' d
Bor r ower Ask Phone/ Room Associ at ed Borrower Recor ds
Hosp Locati on YES NO NO
Med Center Div NO YES YES
MTF NO YES YES
ADDI TI ONAL MTF NO YES YES
Provi der YES NO NO
RT Fil eroom Spec YES YES YES
a. Good sources for the data for this file are:
1. System Adm nistrator
2. PAD Departnent Head
3. Physician/ Nursi ng POCs
4. dinic/Fileroom Supervisors.
b. M scel | aneous paraneters are NOT division specific.
C. Fil es which the conmand may not want as borrowers

(such as Medical Center D vision), should not be
entered in the Borrower Paraneters.

d. Mai | groups nust be set up in advance of building the
application by the site nmanager or system
adm ni strator.

e. Entity Sel ect Pronpt
This entry wll appear in:
TM ->CV Create a Label /Record/ Vol une
IN-->RI Record Inquiry
I N-->SR Short Record Inquiry
I N-->TM Trace Movenent Hi story.

f. File Build Menu Path: SD -->APP.

g. For an Ad Hoc print of this file, use the print
tenpl ate provided in Appendi x E of this guide.
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RECORD TRACKI NG APPLI CATI ON SET- UP

(PAGE 1 OF 4)

APPLI CATI ON: MVEDI CAL RECORD TRACKI NG

SERVI CE:

( LEAVE BLANK!!)

(select from Departnent and Service File)

SYNONYMs: MRT

MAS

(3-30 characters)

*DI VI SI ON PARAMETERS*

D VISION: SAMPLE MEDI CAL Dl VI SI ON

(sel ect from Medi cal

Center Division File)

CENTRAL FI LE AREA: SAMPLE QUTPATI ENT RECORDS

DEFAULT PULL LI ST SORT:

C

TERM NAL DI G TS (t)

CLI NI C NAVME THEN TERM NAL
DA TS (c)

APPO NTMENT TI ME (a)
CLI NI C NAME THEN PATI ENT NAME (p)

FOLDER PULL METHOD: RAD ONLY. LEAVE BLANK

PRI NT PULL NOTI CE: RAD ONLY. LEAVE BLANK

TYPE OF RECORD: SAMPLE

DEFAULT HOME LOCATI ON:

SAMPLE OUTPATI ENT RECORDS

DEFAULT | NI TI AL BORRONER:

SAMPLE QUTPATI ENT RECORDS

CHARGE TAG FORVAT: CHARCGE QOUT/ ROUTI NG CARD

ROUTI NG TAG FORVAT: CHARGE OUT/ ROUTI NG CARD
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RECORD TRACKI NG APPLI CATI ON SET- UP
(PAGE 2 OF 4)

TYPE OF RECCRD:

DEFAULT HOME LOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORNAT:

ROUTI NG TAG FORMAT:

TYPE OF RECCRD:

DEFAULT HOME LOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORNAT:

ROUTI NG TAG FORMAT:

TYPE OF RECCRD:

DEFAULT HOME LOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORNAT:

ROUTI NG TAG FORMNAT:

TYPE OF RECCRD:

DEFAULT HOME LOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORNAT:

ROUTI NG TAG FORMNAT:
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*M SCELLANEQUS PARAMETERS*

PRCFI LE/ REPORT HEADER: ME|D|I |C/A|L RIE|C/IOR|D

(5-40 characters)

ENTI TY SELECT PROVPT: PATIIENT

(3-40 characters)

TC- 4. 4- 0579
18 Sep 1995

ENTI TY DI SPLAY HEADER |P|A|T|I |[E|N|T
(3-25 characters)

RECORD PROVPT: |R|E|C|O/R|D| |#|:

(3-30 characters)

DEFAULT RECORD CREATI ON TYPE:  QUTPATI ENT

BORROWER BARCODE FORVAT: BORRONER STANDARD LABEL

FI LE ROOM SUPERVI SOR KEY: RT MRT- FR- SUPER

FI LE ROOM STAFF KEY: RT MRT- FR- STAFF

DELETED RECORD MAI L CGRCOUP: RT _DELETED RECORDS

M SSI NG RECORD MAI L GROUP: RT_M SSI NG RECORDS
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RECORD TRACKI NG APPLI CATI ON SET- UP
(PAGE 4 COF 4)
* BORRONER PARAMETERS*

BORROVER: Hospital Location File: (Active Cinics, Wards,
ASK PHONE/ ROOWR: v| ves (y) ]
ASK FOR ASSCCI ATED BORRONER: N YES (vy) E
SHOW CHARGED RECORDS?: | ves (y) N|
BORRONER: Medical Center Division File: o o
ASK PHONE/ ROOWP: | ves (y) |
ASK FOR ASSCCI ATED BORRONER: 7 YES (vy) N
SHOW CHARGED RECORDS?: v| ves (y) N
BORRONER: Medical Treatnment Facility Fil e:- o
ASK PHONE/ ROOWR: | ves (y) |
ASK FOR ASSCOCI ATED BORRONER: - YES (vy) E
SHOW CHARGED RECORDS?: v| ves (y) N
BORROVNER: Provider File: o o
ASK PHONE/ ROOWR: v| ves (y) ]
ASK FOR ASSCCI ATED BORRONER: N YES (vy) E
SHOW CHARGED RECORDS?: | ves (y) N|
BORROVNER: Additional Medical Treatnent Facﬁ ity File: o
ASK PHONE/ ROOWP: | ves (y) N|
ASK FOR ASSCCI ATED BORRONER: N YES (vy) E
SHOW CHARGED RECORDS?: v| ves (y) N
BORRONER: RT Fil eroom Specific: o o
ASK PHONE/ ROOWP: v| ves (y) ]
ASK FOR ASSCCI ATED BORRONER: 7 YES (vy) N
SHOW CHARGED RECORDS?: v| ves (y) N
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RECORD TRACKI NG APPLI CATI ON SET- UP
(ADDI TI ONAL DI VI SI ONS)

D VI SI ON:

(select from Medical Center Division File)

CENTRAL FI LE AREA:

DEFAULT PULL LI ST SORT:

TERM NAL DIG TS (t)

CLINI C NAVE THEN TERM NAL DI G TS (¢)
APPO NTMVENT TI ME ( a)

CLI NI C NAVE THEN PATI ENT NAME ( p)

FOLDER PULL METHOD: RAD ONLY. LEAVE BLANK

PRI NT PULL NOTI CE: RAD ONLY. LEAVE BLANK

TYPE OF RECORD:

DEFAULT HOVE LOCATI ON:

DEFAULT | NI TI AL BORROAER:
CHARGE TAG FORVAT:

ROUTI NG TAG FORVAT:

TYPE OF RECORD:

DEFAULT HOVE LOCATI ON:

DEFAULT | NI TI AL BORROAER:
CHARGE TAG FORVAT:

ROUTI NG TAG FORVAT:

TYPE OF RECORD:

DEFAULT HOVE LOCATI ON:

DEFAULT | NI TI AL BORRONER:
CHARGE TAG FORVAT:
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4.3.6.5 Additional MIE Set - Up.

This formis used to set up other non-Departnent of Defense (DoD)
MIFs will be allowed to borrower records. This file is shared
with PAD and LAB, so the facility entry needs to be coordi nated
with those departnents.

It is inportant to note that a facility nust be entered and/or
| ooked up by a three character code, usually an abbreviation or
acronym of the facility nanme. This nust be a uni que code.

FACI LI TY

CODE: Required field; 3 characters, al pha/nuneric
Enter a unique identifier code, al pha or nuneric
of 3 characters.
Exanpl e: NGH (for Norfol k General Hospital)

NANE: Required field; 3-45 characters

Enter the full name of the facility.
Exanpl e: NORFOLK GENERAL HOSPI TAL

STREET ADDRESS 1:
Free text field; 2-40 characters

STREET ADDRESS 2:
Enter the address line(s) (up to two |lines
available in the two field spaces).

Exanpl e: 1:5107 Leesburg Pi ke
2:Suite 2200

cTY: Free text field; 2-40 characters

Enter the city associated with the |ocation
Thi s does NOT point to the Geographic Location
file.

Exanpl e: Norfol k

STATE: Pointer to the Geographic Location file
Enter the state in which the |ocation resides.
Exanpl e: VA

ZI P CODE: Pointer to the Zip Code file.

Enter a valid Zip Code for the | ocation.
Exanpl e: 28542
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DATA COLLECTI OV ANALYSI S/ ENTRY:

a. Menu Path: SD -->AMF

b. Addi ti onal MIFs may be entered at anytine during the
F/' T buil d.

C. It is inportant to coordinate entries with LAB and
PAD, who al so share this file.

d. No entries cone with the system

e. To print entries with an Ad Hoc report:

Menu Path: PAD --> ORM --> FQUT -->

Print Qutput fromwhat file: ADD Tl ONAL MEDI CAL
TREATMENT FACI LI TY

Sort by: FACILITY CODE/ /

Start with FACILITY CODE: FIRST//

First Print FIELD: FACI LITY CODE; Cl; L4; S; " Code"

Then Print FI ELD: NAMVE; C6; L23; "Facility"

Then Print FIELD: "ADDRESS: "; Cl1; S

Then Print FIELD:"STREET ADD 1: " STREET ADDRESS 1;Cl

Then Print FIELD:"STREET ADD 2: " STREET ADDRESS 2; Cl

Then Print FIELD:"CITY: " _CTY;Cl

Then Print FIELD:"STATE: " _ STATE; C1

Then Print FIELD:"ZIP CODE: " ZI P CODE; Cl
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NON- DoD MEDI CAL TREATMENT FACI LI TY (4.01)
ADDI TI ONAL MEDI CAL TREATMENT FACILITY (4.1)
FILE # 8101.1

FACI LITY CODE: |N|E|F

NAME:

NIO/N| |E|X|I |S|T|ENT| |FIAC/I|LII|TY

STREET ADDRESS 1:

9|09 LI |[GHT|FIE/A|ITIHE|R| |HO|LILIOW

STREET ADDRESS 2:

S|UII'|TIE| |9

STATE/ LOC: M D

Z1 P CODE: 0|9/0/9|0
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4.3.6.6 Reasons File Set-Up.

This option is used to enter/edit allowable reasons used in your
system for canceling requests and finding mssing records, and to
associate themw th the function for which they may be used. |If
this is a nulti-divisional site, all divisions may submt

reasons. File is deployed with sone canned reasons.

NAME: Required Fi el d.
Free text 3-30 characters, not nuneric or starting
w th a punctuation.

Enter a new or edit an existing reason. |In the

' Cancel a Request' option, a reason to cancel a
request is required and in the 'Flag Record as

M ssing' option, a reason why the record was

m ssing is required when mssing flag i s renoved.

Exanpl e: Not Charged Qut
TYPE OF
REASON: Set of Codes: ¢ for Cancel Request
m for M ssing Record
g for Ceneral
This code will define the purpose of this reason.

DESCRI PTI ON: You may enter a free text explanation of the
reason at this pronpt (word processing field).

Exanple: This mssing record was not charged out
and was found within the file room
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DATA COLLECTI ON ANALYSI S/ ENTRY:

a.

b.

Menu path: SD -->RES

Reasons file entries may be entered at any point
during the F/ T build.

Files comes with the follow ng entries: CANCELLED
APPO NTMENT, HELD BY HCP, HELD BY PATI ENT, RECORD NOT
AVAI LABLE, RECORD NOT NEEDED

The site can also set up reasons for canceling
requests, reasons why the record was m ssi ng when the
m ssing flag is renoved. For exanple, when the

m ssing record is found; the user will be pronpted to
identify where was the record found and a REASON, then
a user or supervisor comrent depending on the security
key hel d.

Ad Hoc print: PAD --> ORM --> FQUT -->Print

Qut put fromwhat file: REASONS

Sort by: NAME//

Start with NAME: FI RST//

First Print FIELD: NAME; C1;" REASON'

Then Print FIELD: TYPE OF REASON; C35; " Type"
Then Print FIELD: DESCRI PTI ON;, C50
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REASON: M |

ED

(3-30 characters)

TYPE OF REASON:

M

CANCEL REQUEST (c)

M SSI NG RECORD ()

GENERAL (g)

TC- 4. 4- 0579
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DESCRI PTI ON: _RECORD WAS M SFI LED AFTER RETURN TO FI L EROCOM
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4,3.6.7 Record Tracking System Overall Paraneters.

The paraneters set through this option determne interface and
system conditions for both MRT and | nage Tracking. The
functionality which comes online first should set these
paraneters. |f these paraneters are not set correctly, obsolete
data will not be purged and users nmay not be able to enter the
appl i cation.

QUEUE

THRESHOLD: This determ nes how many transactions will be
processed "while you wait". Exanple: |If the queue
threshold is set to 10 and the user selects 10 or
| ess records for a transaction (check-in/charge-
out, etc.), the termnal will wait while the
system processes the transactions. |If nore than
10 records are selected, then the processing wl |
be automatically queued and will free up the
termnal. It is recommended that this nunber be
kept | ow.

OPERATI NG

CONDI TI ONS: Tells the systemthe operating conditions in

effect. (N = Normal and E = Enmergency) Under
Nor mal conditions, the system uses the paraneters
set up in the files 195.1 (Label Formats), 195.2
(Record Types) and 195.9(Borrowers-File Areas) to
determ ne which input and printer devices to use.
Under Energency conditions, the systemignores al
the | ocation paraneters set up and the user is
pronpted for this informtion.

NULL QUEUI NG
DEVI CE: Pointer to the Device File (#3.5)

Entry should specify the bit bucket device for the
site for use in printing to a null device.

OK TO PURGE

REQUESTS? If set to YES will allowthe systemto
automatically delete all the requests nade for
records whi ch have expired according to the
paraneter set for that record type.

OK TO PURGE BATCH

LI ST? If set to YES will allowthe systemto
automatically delete all the batch Iists which are
ol der than the set paraneter

4- 64



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

K TO PURGE

PULL LI ST? If set to YESwIl allowthe systemto
automatically delete all the pull lists which are
in a charged status for |onger than the set
paraneter or are in a requested state for | onger
t han 30 days.

K TO PURGE MOVEMENT

LOGS? If set to YESwIl allowthe systemto
automatically delete all the novenents (check-in,
charge-out, etc.) on records which have either
been del eted or have reached the nmaxi mum nunber of
nmovenents to retain. The ol dest novenent will be
purged first.

DAYS TO RETAI N BATCH

LI STS: This is the nunber of days that batch [ists wl|
remain on the system before being purged. Al
batch lists older than the paraneter set wll be

pur ged.

DAYS TO RETAI N

PULL LI ST: This is the nunber of days that pull lists wll
remain on the system before being purged. Al
pull lists older than the paraneter set will be

purged unless they are in a requested status, then
they will remain in the systemfor 30 days.

| NPATI ENT RECORD

TYPE: ldentify the record type name chosen for the
i npatient record type. Points to the Record Type
file.

OUTPATI ENT RECORD

TYPE: | dentify the record type nane chosen for the
outpatient record type. Points to the Record Type
file.

MRT | NTERFACE
STATUS: "Up or 'Down. Allows/disallows use of MRT
application.

** FilmJacket Paraneters are set by Radiology. |If both MRT and

RAD IT are online, both applications nust agree on the purge and
system paraneters set in this option. It is a shared option.
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DATA COLLECTI ON FORM | NPUT SCREEN
OVERALL PARAMETERS

Queue Threshol d: 10
Operating Conditions: N
Nul | Queui ng Devi ce: NL:

K to Purge Pull Lists?: Y
K to Purge Requests?: Y
K to Purge Movenent Logs?:_Y
K to Purge Batch Lists?: Y Days to Retain Batch Lists:_7

Days to Retain Pull Lists:__7

* MRT PARAMETERS *

| npati ent Record Type: | NPATI ENT
Qut patient Record Type: QOUTPATI ENT
MRT Interface Status: uP

* FI LM JACKET TRACKI NG PARAMETERS *

Record Type for Master Jacket: MASTER FOLDER
Radi ol ogy Interface Status: UP

4.3.6.8 Borrower Set-Up.

Records are charged out, transferred, or inactivated to
borrowers. Borrowers nmay be providers, hospital |ocations,

di visions, nedical treatnent facilities, additional nedical
treatnent facilities, and other fileroomlocations. Any of the
above listed entities nust be setup as borrowers or they may not
have records tracked to them Under Borrower Set-Up, basic
denographic information is defined for the borrower:

| ocati on/room phone nunber, borrow ng privileges, and synonyns.
For pull lists, it is inportant that all clinics are identified
as borrowers and that the record type they need to pull is also
identified. NOTE: Record roons do not always pull for al
clinics. There should be dialogue between clinic and fil eroom
supervi sors before building the borrowers and running the first
pul I 1ist.

NAME: Required Field; Variable Pointer to the Provider
File (#6), Hospital Location File (#44), Medi cal
Center Division File (#40.8), Medical Treatnent
Facility File (#4), Non DOD Medical Treatnent
Facility File (#8101.1) and RT Fil eroom Specific
Locations File (#8376).

Exanple: Allergy Cinic
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Free Text, 1-15 characters.

Locati on and room nunber for the borrower.
Exanple: Wng C, Room 233

Free Text, 1-15 characters.

Phone nunber for the borrower.
Exanpl e: 262-3222 or 703-262-3222

Set of Codes: 'n' for NORMAL
"i1' for | NACTI VATED

r' for REVOKED

I ndi cates the borrower's privileges. The system
wll default to ' NORMAL' when the borrower is
ent er ed.

Exanple: n for Nornmal

Free Text, 2-30 characters; Miltiple val ues
al | owed.

Al ternate nanme(s) or code(s) for the borrower.
The name will automatically default as the first
synonym Any qui ck | ookups should be entered to
make sel ecting the borrower an easy process.

Exanple: Allergy, ALL

Pointer to the Record Types File (#195.2);

Mul tipl e val ues all owed.

For Cinic borrowers only. Record request to be
made when maki ng an appoi ntnent or registering a
patient. Mist be conpleted for each application.
Must have an entry in order for pull lists to
function.

Exanpl e: Qut pati ent
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| nput Sanpl e Screen:

BORROVERS- FI LE AREAS: {borrower nane} RT BORROWERS SET- UP
Locat i on/ Room Nunber : Phone Nunber:

Borrowi ng Privileges: NORMAL {system default, user may change this}

Synonynmns:

{borrower nanme is first synonym system default}
(multiple field)

*Barcode Printer to be Used When Arriving Radi ol ogy Exans*
Barcode Printer:
(NOTE: Systemw || stuff in default barcode printer for this borrower if
borrower is a fileroomand has a default barcode printer defined in
Fi | eroom Set - Up)

*Record Request to be Made When Making an Appoi nt nent*
*or Registering a Patient*
Record Type Needed:
(multiple field)
(any record types used by this division are all owabl e)

DATA COLLECTI OV ANALYSI S OF ENTRY:
a. Menu Pat h: SD --> BSU

b. Borrower Initialization should be run before the
i ndi vi dual BSU entri es.
Wards, clinics and additional MIFs nay be "stuffed"
into the Borrowers-File Areas file with the Borrower
Initialization process (Menu Path: MRM --> SD --> IN
-->1B). This wll not stuff in denographic data such
as phone #. This nust be entered manual ly. User nust
have the RT SYS and RT SI TEMGR security keys to use
this option. This is the fastest way to get all
clinics into the system as borrowers.

C. All clinics for which fileroons pull records MJUST be
set up as borrowers before activation.

d. Provi ders, MIFs and Divisions should be entered
t hrough manual data entry, using a printout of the
files with the tenplates provided below. Site nmay
t hen choose which entries should be entered as
borrowers:

PROVI DER
Qut put fromwhat file: PROVIDER
Sort by: NAME// PROVI DER FLAG
START W TH PROVI DER FLAG FI RST// PROVI DER
GO TO PROVI DER FLAG LAST// PROVI DER
Wt hin PROVI DER FLAG sort by:
First Print FIELD: NAME, Cl
Then Print FIELD: CLIN C I D, C45
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MIF:

Qutput fromwhat file: MEDI CAL TREATMENT FACILITY

Sort by: NAME/ / <CR>

First Print FIELD NAMVE; C1; " MIF"; L25

Then Print FIELD: STATE GEOGRAPHI C LOCATI ON; C30; " LOCATI ON"

Then Print FIELD: U C; C65
DI VI SI ON:

Qutput fromwhat file: MEDI CAL CENTER DI VI SI ON
Sort by: NAME/ / <CR>
First Print FIELD: NAME

a. Site should also set up the two record retirenent
centers in the Additional Medical Treatnent Facility
File, then in Borrower Set-Up.

NPM National Personnel Record Center (Mlitary)
NPC National Personnel Record Center (Cvilian)

b. A print tenmplate is included in Appendix E of this
gui de for use when a listing of borrowers is needed.
It is reconmended that the entries in this file be
printed out and the printout retained at the end of
the F/ T effort.

To print additional Borrower |abels:

Borrower barcode | abels are useful in busy fileroons and clinics
for quick borrower selection at charge-out for frequently used
borrowers. The user would sinply scan the |abel at the "Sel ect
Borrower' pronpt instead of typing in the nanme. There are two
nmet hods by which a user may print a borrower barcode | abel. The
first is to print the borrower barcode |abel upon filing a new or
nodi fi ed borrower entry through BSU Borrower Setup by saying
"yes' to the '"Print Borrower Label ?" pronpt. The second is

t hrough the foll ow ng nenu pat h:

Menu Pat h: MRM --> SD --> WWER Print Borrower Barcode

Unfortunately, there is no way for a user who does not have the
MRT System Definitions Menu (with the RT SYS security key) to
print a borrower label. So if the site has restricted use of
this menu to a few select individuals who wll performfile

mai nt enance (recomended), those individuals will have to print

| abel s for users who need them One sheet of borrower |abels at
the front counter of the record roomis usually sufficient. (dd
radi ol ogy filnms work nicely for placing the |abels on.)
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BORROVWER SET- UP

BORROVNER:  SAMPLE, JOHN Q

APPLI CATI ON: MEDI CAL RECORDS

LOCATI OV ROOM NUMBER: N‘HlOO/RM4OO
(1-15 Characters) |

PHONE NUMBER: 4/5/114/7/6|0

(1-15 Characters)
SYNONYMVES:

DIR| |[S AAMPILE

J QS

SIAAMP|LIEJ|Q

*FOR CLI NI CS- RECORD REQUEST WHEN MAKI NG APPO NTMENT*
RECORD TYPE NEEDED:
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4.3.6.9 RT Fileroom Specific Locations.

There will generally be borrowers at the site who do not fit into
any of the typical categories like clinics or divisions. These
can be personnel working in the codi ng/anal ysis departnents,
doctor's boxes in inpatient records, |ocations such as Judge
Advocat e Ceneral, Medical Board Eval uations and others. These
borrowers are put in as fileroomspecific |ocations. They wll
not generate pull list entries.

NANE: Free text; 2-35 characters

This is the nane of the | ocation/person being
listed as a fileroom specific |ocation.

Exanpl e: Inpatient Record Codi ng
DESCRI PTI ON: Free text; 2-35 characters
Brief description of the borrower.
Exanpl e: Codi ng departnent, bldg 5 room 320

HOSPI TAL
LOCATI ON: Pointer to Hospital Location file

Enter the nane of the location to which this
borrower is attached, if any.

Exanpl e: Patient Adm nistration
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| nput

Sanpl e Screen:

RT FI LEROOM SPECI FI C LOCATI ONS FI LE: {l ocati on nane} RT LOC

NAME: {l ocati on nane}

DESCRI PTI ON

HOSPI TAL LOCATI ON

DATA COLLECTI ON ANALYSI S

a.

b.

Menu Pat h: SD --> SPL

At a multi-divisional site, each division my set up
their own | ocations. However, they should take care
to check file entries to be sure that the desired
entry does not already exist.

To print entries fromthis file: PAD --> ORM -->FQUT- -
>Pri nt

Qut put fromwhat file: RT FI LEROOM SPECI FI C LOCATI ONS

Sort by: NAME//

Start with NAMVE: FI RST//

First Print Field: NAVE, Cl

Then Print Field: LOCATI ON DESCRI PTI ON; C30; L20; W
"Description”

Then Print Field: HOSPI TAL LOCATI ON; C55; L25; "Hosp Loc"
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LOCATI ONS SPECI FI C TO RECORDS TRACKI NG

NAVE: JUDGE ADVOCATE GENERAL
(2-35 Characters)

DESCRI PTI ON:  COMWAND JUDGE ADVOCATE GENERAL; 2ND MAR DI V
(2-30 Characters)

HOSPI TAL LOCATI ON:
(Select fromHospital location File)

NAVE: | NPATI ENT CODI NG
(2-35 Characters)

DESCRI PTI ON: CODI NG DEPARTMENT FOR | NPATI ENT CHARTS
(2-30 Characters)

HOSPI TAL LOCATI ON: PATI ENT_ADM NI STRATI ON
(Sel ect fromHospital location File)

NAME:
(2-35 Characters)

DESCRI PTI ON:
(2-30 Characters)

HOSPI TAL LOCATI ON:
(Select fromHospital location File)

NAME:
(2-35 Characters)

DESCRI PTI ON:
(2-30 Characters)

HOSPI TAL LOCATI ON:
(Select fromHospital location File)
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4.3.6.10 Mvenent Type Set-Up.

No data needs to be collected for this file. The 'Di splay Text',
"I nclude on Overdue Report', and 'All ow Batch Processing? fields
cone deployed with data. A reviewis all that is necessary to
ensure that 'Move to Another File Area’ and 'Transfer to O her
MIF are set to allow batch processing. Those novenent types
shoul d al so NOT be included on overdue reports.

To print the file entries for review
PAD --> ORM --> FQUT --> Print

Qutput fromwhat file: RECORD MOVEMENT TYPES

Sort by: NAME/ / APPLI CATI ON

Start with APPLI CATI ON: FI RST// MEDI CAL RECORDS TRACKI NG

Go to APPLI CATI ON: LAST// MEDZ

First Print FIELD: NAMVE; C1; "Movenent Type"; L25;S

Then Print FIELD: "D splay Text: "_DI SPLAY MESSAGE; Cl1

Then Print FIELD:"Include on Overdue Report?: " | NCLUDE ON
OVERDUE REPORT?; C1

Then Print FIELD:"Al|low Batch Processing?: "_ALLOW BATCH
PROCESSI NG?; C1

See next page for a sanple print show ng entries as they are
depl oyed with the software.
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Record Movenent Types:

RECORD MOVEMENT TYPES LI ST 21 Jun 1990@600 PACE 1
Movement Type

APPL| CATI ON: MEDI CAL RECORDS TRACKI NG

CHARGE- OUT

Di spl ay Text: Charged Qut

I ncl ude on Overdue Report?: YES
Al'l ow Bat ch Processing?:

CHECK- | N

Di spl ay Text: Checked-In

I ncl ude on Overdue Report?: NO
Al'l ow Bat ch Processing?:

CLI Nl C REQUEST

Di spl ay Text: Requested by dinic
I ncl ude on Overdue Report?: NO
Al'l ow Bat ch Processing?:

FOUND RECORD

Di spl ay Text: M ssing Record Found
I ncl ude on Overdue Report?: NO

Al'l ow Bat ch Processing?:

| NACTI VATE RECORD

Di spl ay Text: Inactivated

I ncl ude on Overdue Report?: NO
Al'l ow Batch Processing?: YES

I NI TI AL CREATI ON

Di spl ay Text: Created

I ncl ude on Overdue Report?: NO
Al'l ow Bat ch Processing?:

M SSI NG RECORD

Di spl ay Text: M ssing

I ncl ude on Overdue Report?: NO
Al'l ow Bat ch Processing?:

MOVE TO ANOTHER FI LE AREA

Di splay Text: Move to Another File Area
I ncl ude on Overdue Report?: NO

Al'l ow Batch Processing?: YES

RE- ACTI VATE RECORD

Di spl ay Text: Re-Activated

I ncl ude on Overdue Report?: NO
Al'l ow Bat ch Processing?:

RE- CHARGE

Di spl ay Text: Re-Charged

I ncl ude on Overdue Report?: YES
Al'l ow Bat ch Processing?:

TRANSFER BACK FROM OTHER MrIF

Di spl ay Text: Transferred Back
I ncl ude on Overdue Report?: NO
Al'l ow Bat ch Processing?:

TRANSFER TO ANOTHER MTF

Di spl ay Text: Transferred

I ncl ude on Overdue Report?: NO
Al'l ow Bat ch Processing?
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4.3.6.11 Queue Purge Background Job.

In order for the purging of batch lists, pull lists, requests,
record novenents, etc., to take place, the user nust set up the
purge process through this option. The date/tinme of the first
purge, the frequency of the purge and the device to which the
purge statistics will print is set through this option. It is
inportant to note that if the device selected is a null device
(such as NL:), the device nust be properly setup in order for the
purge to work. At sone sites, the bit bucket (NL:) was

i nproperly defined and RT file entries were not purged. The only
way to discover this was through troubl eshooting the files and
finding that entries older than 30 days still existed. Excessive
file entries adversely affect the performance of the system and
shoul d be nonitored cl osely.

Menu Path: MRM --> SD --> PUR Queue Purge Background Job
| nput Screen Exanpl e:
*** (Queue Record Tracking Purge ***

QUEUED TO RUN AT WHAT TI ME: 16 Nov 1990@300// {enter desired
date/time of first purge here, at least two mnutes in the
future. Recomrend running after work hours}

RESCHEDULI NG FREQUENCY: 7D// {enter frequency at which site

w shes purge to run, D=Days, H=Hours, for exanple, 3D would
translate to '"run again at this tine every three days'. System
will start the next purge at the sanme tine as the first run, such
as 2300, every third day.}

DEVI CE FOR QUEUED JOB QUTPUT: NL:// {Recommend entering a valid
print device here rather than the bit bucket. The output is
usual |y one page and provides useful information on the purge
process. See sanpl e bel ow}

Sanple Print:
PURGE RECORD TRACKI NG DATA
Overal |l Purge Paraneters:

OK to Purge Pull Lists? YES

OK to Purge Requests? YES

OK to Purge Movenent Logs? YES

OK to Purge Batches? YES

Purge Started at 21 Jun 1990@80515

PURG NG CANCELLED AND CHARGED PULL LI STS

PURG NG REQUESTED PULL LI STS OLDER THAN 30 DAYS

PURG NG CANCELLED, CHARGED, AND NOT FI LLABLE REQUESTED RECORDS
PURG NG RECORD MOVEMENT HI STORY

PURG NG BATCH LI STS

Purge Conplete at 21 Jun 1990@80520
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4,.3.6.12 Oher F/T Options.

REGQ STRATI ON OPTI ONS

At new CHCS sites, PAS and MRT are generally the first subsystens
to activate. Therefore, many of the tasks which were
traditionally taken care of by the PAD team and PAD F/ T PCCs f al
to the MRT team One of these is the need to set up registration
options. Most sites opt to enable the ability to enter/edit
patient allergies and create the MRT record i medi ately after
filing a new or edited registration. For the purposes of this
docunent, we will only discuss the manner in which the DG TRANS-
CREATE option is added to registration screens.

Menu Path: PAD --> SDM --> PAR (User nust have the DG SYSTEM
DEFI NI TI ONS security key)

The first screen should not be set up by anyone other than the
PAD departnent. The registration options screen nmay be reached
by hitting the {Next Screen} key at this point.

Sel ect REG STRATI ON OPTI ONS:

This is a nultiple field, allowing the user to enter many
different PAD options to the registration. The user will enter
DG TRANS- CREATE, which is the option allowng a user to create
the MRT record imedi ately after filing the registration. After
verifying that this is the correct option to add, the user enters
a screen which allows the setting of display text and default
answers which the registration clerk will see. The recomrended
entry is in bold text. It is not reconmmended to add ot her
ancillaries such as PAS to this option. Only records personnel
shoul d use this option. Note that it is not necessary to add a
question mark to the end of the request text. The system

recogni zes that it is a question, and if the user adds a question
mark, the registration clerk will see 'Create Medical Record??

REG STRATI ON OPTI ONS: DG TRANS- CREATE
REQUEST TEXT: Create Medical Record

DEFAULT ANSWER: NO
Sel ect ANCI LLARY ACCESS:
PAD

Upon creating the MRT record, the user will be pronpted to print

MRT | abels (yes or no) and will be given a device pronpt if they
choose to print.
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Exanpl es of other registration options:

DG ALLERGY EDIT: Allows the registration clerk to enter/edit
patient allergies.

DG EMBOSS CARD: Allows the registration clerk to print an
enboss card for the patient.

4.3.7 FE/LT Checklist.

This checklist is for F/T build only and shoul d be used ONLY
after all data has been collected and reviewed per the IG
Section 4.

Note: The nmenu path for F/T build is PAD -->VMRM -->SD. The FIRST
file roomis built via the RT OVERALL nmenu. This nenu nust be
assigned to the LEAD F/ T user as a secondary nenu option and can
be renoved after F/T built is conpleted.

Not e: Security Keys/File Manager Access Codes required for F/ T
bui | d:

KEYS: RT MRT-FR- SUPER, RT SYS and RT SI TEMGR
CODES: Kk&D
Note: All file roons should either be built or conpleted in the

Hospital Location files. Menu path DBA -->CFT -->CFM -->HOS

a. Re- Conpil e Tenpl ates: Menu path SD -->COM
Note: This is only done once in either MRT or RAD.

b. Fil e Room Set-up: The FIRST Record Room shoul d be
built via RT OVERALL nenu. SD -->FSU

1. Phone# and Location of fileroom
2. Record sort: Enter "T" for Termnal Digits

3. Action if honme is different: It is best to enter
"Question User about Change"

4. Default Record Master Type: Radiol ogy use ONLY

5. Printers assigned to this File Room Leave bl ank
until printers are in place but make a note to
fill themin BEFORE activation.

Not e: Encourage the site to use STANDARD nani ng
convention for all printers.
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6. Security Key Needed: Each file roomcan be | ocked
with one of the RTFR keys. Use only one per file
room The Central Record Room shoul d be | ocked.

7. Select Synonyns: You can have as nmany as you want
BUT ensure that the full nane of the fileroomis
included on this |ist.

Note: The FILEROOMis NONin the Borrowers Fil e.

Label Function Menu: SD -->LFM -->LF There are sanpl es
| oaded in the system These should be run off on a
printer so you can see the format and give you a
starting point. This will take tinme if you have
not setup |labels before. Note: Do Not use the

Qut pati ent Standard Label before it is edited. It is
best if you create new | abel s.

Type of Record Set-up: SD>TYS Type ?? to ensure that
the record you need has NOT been created al ready.

1. Type in the nanme of the record you want to create.
Are you addi ng "Your Record" as a new record? Type
" YESII

2.  Nane: Change or accept the nane.

3. Abbreviation: Use sonething different fromthe
name, i.e., for Active Duty record type use "AD'.

4. Can Record Be Requested?: Yes or No, if set to No
clinics will not be able to request the record but
it still can be charged out.

5. Is Record Tenporary?: Yes or No

6. Ask For Content Descriptor?: Yes or NO Set to yes
if you want to add the Content Description when
creating a record. This is used when you are
using MRT for Consults Control

7. Master Folder: Used for Radiology ONLY

8. Miltiple Volunes Allowed?: Yes or NO normally set
to YES.

9. Description: This is what the record is for, i.e.,
Active Duty Record Description would be: For
Active Duty Staff ONLY

10. Inquiry Display Oder: This is the order in which
this type of record will be displayed when you do
an Record Inquiry. Assigning Active Duty Record
#2 and Dental #3, if the patient had both active
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11.
12.

13.

14.

15.

16.

17.

18.

19.

20.

21.
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duty and dental records the record would be first.
Qut patient records are normally assigned #1.

| nacti vati on Date: LEAVE BLANK

Record Label Format: The | abel that the site wants
printed on ALL records of the TYPE! This is for
ALL di vi sions.

Request Notice Format: This can be |l eft blank but
if request notice is entered all divisions wll
have the sane.

Pendi ng Request Cutoff (Days): Days that a request
stays in the "Pending" status before it changes to
the status of "Unfilled". Suggested entry: 5

Current Borrowers Future Request Tine M ninum
(Mnutes): This field can be left blank, thereby
not restricting the current borrower from
consecutively borrowing the sane record.
Suggested entry: Leave Bl ank

# Previous Movenents to Retain: The maxi num nunber
of novements that will appear, for this record
type, in Trace Movenent History option. Suggest
entry: 10

Request Purge Cutoff (Days): The nunber of days
ALL requests are retained in the system before
they are purged. Suggested entry: 5

OK to Purge Data?: Set to YES to purge old pull
list request, novenents etc.

Control of Finding Records: Wo can renove the
"M ssing Flag" froma record. FR Supervisor or Any
User. Suggested entry: Any User

Li nked Records: Used Radi ol ogy, not nornally used
in MRT. Leave bl ank

Allowable File Roons: Enter ALL file roons that
will use this record type. NOTE: This is one
field that is OFTEN overl ooked.

Sub-field: Overdue Record Cutoff (Days): The
nunber of days a borrower can have a record before
it shows on the OVERDUE RECORDS LI ST. MRM -->MNA --
>QV

e. Application Set-Up: Menu Path SD -->APP

1

Servi ce: LEAVE BLANK!
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2. Synonyms: Alternate nanes or codes, i.e., MRT or
RT
3. Divisions: Enter ALL DIVISIONS that will use MRT
Note: This is another field that is OFTEN
over | ooked.
Sub-fi el ds:

(a) Central File Area: The default file room when
accessing MRT for this division. Suggested
entry: The largest file roomin the division

(b) Months of Inactivity: Enter the nunber of
nmont hs back the systemw || search a record
when creating a retire/transfer list. A
record will be included in this list if the
date of last activity, which is entered when
the list is created, is prior to the nunber
of nonths entered in this field. Suggested
entry: 60 nonths

(c) Default Pull List Sort: Suggested entry "C'
for dinic name then Termnal Digits.

(d) Folder Pull Method: Radiol ogy only LEAVE
Bl ank

(e) Print Pull Notice: Radiology only LEAVE Bl ank

4. Type of Records: ALL record types that will be
used by a division MIST entered here. NOTE: This
is another field that is OFTEN overl ooked.

Sub-fi el ds:

(a) Default Home Location: Wen creating a record
this is the fileroomthat the systemw ||
assign the record to. Suggested entry: The
| ar gest outpatient record room

(b) Default Initial Borrower: The borrower the
record will be charged to when it is created.
Suggested entry: The | argest outpatient
record room

(c) Charge Tag Format: A charge out card fromthe
Label File. Suggested entry: Charge
Qut/ Routing Card

(d) Routing Tag Format: Sane as (3) above.
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5. M scell aneous Paraneters:
The follow ng are the recomended headers or
entries, use themthey are already in the system
and t hey WORK!
(a) Profile/Report Header: NEDI CAL RECORD REPORT
(b) Entity Select Pronpt: Select Patient:
(c) Entity Display Header: Patient Nane
(d) Record Pronpt: Record
(e) Default Record Creation Type: OUTPATI ENT
(f) Borrowers Barcode Format: BORROVNERS STANDARD
(g) File Room Supervisor Key: RT MRT- FR- SUPER
(h) File Room Staff Key: RT MRT- FR- STAFF
(1) Deleted Record Mail G oup: RT DELETE
(J) Mssing Record Mail G oup: RT M SSING

6. Borrowers File Paraneters:
Note: These Six (6) files should be entered:
HOSPI TAL LOCATI ON (#44), MEDI CAL CENTER DI VI SI ON
(#40.8), MEDI CAL TREATMENT FACILITY (#4),
ADDI TI ONAL MEDI CAL TREATMENT FACI LI TY (#8101.1),
PROVI DER (#6) and RT FI LEROOM SPECI FI C LOCATI ON
(#8376)

Each of the follow ng sub-fie

I
conpl eted for the above six (6) f

d wil

) I

a. Ask Phone/ Roon?: Yes to enter phone and room
nunber of borrower. Suggested entry: NO

b. Ask for Associated Borrower?: Yes to enter
associ ated borrower. Suggested entry: NO
(Maybe set to yes for consult control)

C. Show Charged Records?: Suggested entry: NO

NOTE: Check | G page 4-55 for other suggested
entries.

f. Borrowers Set-up: Menu path SD -->BSU

1. Locati on/f Room Number: Turned off
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2. Phone Nunber: Turned off

3. Synonyns: Type in what do you call this borrower.
Can be | eft blank.

4. Barcode Printer: Use by Radiol ogy | eave bl ank for
VRT.

5. Record Type Needed: Enter ALL records required by
this borrower. NOTE: This is another field that is
OFTEN over | ooked.

Locations Specific to Record Tracking:
Menu path SD -->SPL

Do not enter data into this file until Section 4.3.6.9
of the | G has been revi ened.

Addi ti onal MIF Set-up: Menu path SD -->AMF

Note: This is a shared file with PAD and LAB. Do not
enter data in this file without coordination with
t hose depart nents.

Record Tracki ng System Paraneters: Overall Paraneters
Menu path SD -->0OVR

This screen is in three (3) sections: Top section is
used by both MRT and IT. All data should be
coordinated with Radiology. The mddle is used by MRT
and the bottomby IT. Paraneters Used by All
Appl i cations

1. (Queue Threshold: The nunber of transaction at
which the systemw || automatically queue.
Suggested entry: 10

2. Operating Conditions: Normal or Energency. Set to
Normal to use paraneters set up in the files.

3. Null Queuing Device: Enter the Bit Bucket device.
Suggested entry NL:

Not e: These are the suggested entries for the next
six (6) fields.

K to Purge Pull Lists?: YES
Days to retain Pull List: 5
K to Purge Request?: YES

N o o ok

K to Purge Mvenent Logs?: YES
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8. K to Purge Batch List: YES

9. Days to Retain Batch List: 3 MRT Paraneters

10. Inpatient Record Type: Type of record chosen for
the inpatient record type. Suggested entry:
| npat i ent

11. Qutpatient Record Type: Type of record chosen for
the outpatient record type. Suggested entry:
CQut pati ent

12. Location of Records in other MIF' s: Suggested
entry: Location in Another MIF

13. MRT Interface Status: Note: Set to "DOM' if PAS
is not up. Set to "UP" if PASis on |ine.

] - Initialization Menu: Menu path SD -->I N

1. Initialize Inpatient Records SD -->RE: This w |
create a volune for each patient adm ssion and
update the record and novenent history files.

2. Borrowers Initialization SD -->IB: This
initializes all the files, fromstep 5f of this
checklist, and places themin the borrowers file.

k. Reasons File Set-up: Menu path SD -->RES

Enter/edit ALLOMBLE reason used by the system for
cancel ing request and finding mssing records.

l. Movenent Type Set-up: Menu path SD -->RES

These entries should NOT be edited at this time. Refer
to | G Page 4-73

m Print Borrowers Barcode: Menu path SD -->WER

4.4 PREPARATI ON OF USERS: NMRT TRAI NI NG

Sone materials are supplied to the site for use in the training
of MRT users, but the site may al so opt to create handouts that
are specific to their needs and policies. Currently, two copies
of an approved Contract Data Requirenents List (CDRL) manual are
provided to the site for reproduction. Additionally, pocket
references are available for MRT. It is at the discretion of the
site that these nmaterials are copied and distributed to MRT
users. One pocket reference is provided per each term nal.

Generally, SAICw Il conduct all training during the initial
activation phase, and further training will be performed by
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facility trainers. It is inportant that all MRT users are
trained in the functionality, including all watch bill personnel

who will be given access/verify codes and expected to use MRT
during eveni ng and weekend shifts. Supervisors and F/T build

poi nts-of -contact should be trained first in order to facilitate
the building of the files. During the |ast weeks of training,
the facility trainer(s) should be educated in how to instruct the
class so that they nay make a snooth transition into conducting
the continuing training when SAIC | eaves the site.

There are three nodules for MRT: (1) Basic Qutpatient Fileroom
Functions (4 hrs), (2) Basic Inpatient Fileroom Functions

(2 hrs), and (3) Advanced Fileroom Functions (2 hrs). It is
expected that all outpatient fileroom supervisor and POCs attend
nmodul es one and three. Qutpatient fileroomclerks should attend
nodul e one only. If any inpatient fileroons are being activated,
supervi sors should receive nodule two and three, clerks should
recei ve nodul e two.

Qut patient Record Room Cerks = 4 hrs
Qut pati ent Record Supervisors = 6 hrs
| npati ent Record RoomCerks = 2 hrs
| npati ent Record Supervisors = 4 hrs
| f attending all nodul es =8 hrs

4.5 CERTI FI CATI ON OF READI NESS.

The MRT system should be certified as ready to go online when the
followng criteria have been net:

a. | mpl ement ation Checklist itens are conplete.

b. F/'T Build Task Checklist itens are conplete.

C. RT purge routine has been queued to run through Queue
Pur ge Background Job.

d. Mai | groups have been set up and popul ated t hrough
Manage Mai | Man nenu.

e. MRT interface is set to UP in RT Overall System
Par anet er s.

f. Regi stration option DG TRANS- CREATE is built, if
desi red.

F/' T Report

The I TL for each site inplenmentation is responsible for
conpleting and filing an F/T Report. The procedure is outlined
bel ow
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a.
b.
C.
d.
The F/
of 1S]
of fun
e.
Poi nt

The SAIC IS responsible for training and F/ T build
assi stance for the functionality will conpose a
witten report using the recommended format.

This report will be required for all initial
activations and any software application upgrades that
requi re any changes, additions or nodifications to any
site-specific (Goup 2) F/Ts.

The original of this report will be given to the
Installation Representative (IR), with copies to the
site F/T POC and the SAIC Site Manager. This should
occur at least 24 hours prior to the activation of the
functionality.

In the Weekly Report submtted by either the Site
| npl enent ati on Leader (SIL) or the IS on site, the
foll ow ng statenent should be inserted:

T report was submtted to [nane of site POC] by [nanme
in support of the activation of [version # and nane
ctionality] on [date].

Report format:

The followng F/Ts were reviewed by SAIC in
conjunction with the MIF POCC and wi || support the
activation of (Version of Software, Functionality) by
(date of activation). |If the activation of the
functionality is del ayed beyond the above date,
certain tine-sensitive data nay becone outdated and
require another review at that tine.

FI LE # FI LENANVE
#6 Pr ovi der
#7 Provi der C ass

of Contact for this report is Chris Mssoth.
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FI LE AND TABLE REPORT
MEDI CAL RECORD TRACKI NG

The followng F/T were reviewed by SAIC in conjunction with the
MIF POC and wi || support the activation of (Version of Software,

Functionality) by (date of activation).

If the activation of the

functionality is del ayed beyond the above date, certain tine-
sensitive data may becone outdated and require another review at

that ti me.

Site:

| R

Sl L:

| TL/ 1 S:

Fi |l e/ Tabl e PCC

(Initial Bel ow)
Bui | t Modi fi ed FILE #

194.
195.
195.
195.
195.
195.
8376

OOANEFL A~

8101.1
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Thi s page
has been | eft bl ank
intentionally.
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5. ACTI VATI ON.

MRT activation is defined as the date that the first fil eroom
begins using CHCS to track their records. The F/ T work has been
conpl eted, except for adding the default printers to the
fileroom and the devices are in place and tested. Users have
been assi gned access/verify codes and proper authorization.
During the first days or weeks of system use, inplenentation
assistance wll be provided to the users as they learn the
wor kf | ow and managenent of MRT

5.1 | MPLEMENTATI ON ASSI STANCE FOR MRT

| mpl ement ati on assi stance for MRT consists of: ensuring that the
devices are working correctly (notifying SAIC operations staff if
any problens are noted), assisting the users in getting started
wWith record creation, assisting users with record novenents,
assisting with and troubl eshooting the first pull lists, and
maki ng sure the users know their POCs and hel p desk nunbers for
further assistance.

Included in this section is a frequently used handout for pul
list functions which the MRT team has found hel pful at many
sites. Typically, pull lists are the biggest challenge faced
during the activation process due to the many paraneters which
must be set correctly in order for the function to work.
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5.1.1 Pull List Functions Flowhart.

MRT PULL LI ST FUNCTI ONS FLOWCHART
|

STEP ONE
Initialize Lists
MRM+ >PL- >BR- > N

STEP_ TWD STEP THREE
Print Batch List Print Pull List
MRM >PL- >BR- >PP MRM >PL- >PT

STEP FOUR

Pull records fromfil eroom
(PHYSI CALLY PULL BOTH LI STS)

STEP FI VE
Delete Entries from Batch
MRM >PL- >BR- >EB

STEP SI X
Create Records from Bat ch
MRM >PL- >BR- >CR

STEP SEVEN
Print a final Pull List
MRM >PL- >PT

STEP EI GHT
Charge Qut Pull List
MRM+ >PL- >0U

MRT PULL LI ST FUNCTI ONS

NOTE: Inportant things to renmenber about pull list functions!

o dinic profiles nust be set up correctly with data on what
appoi ntment types for which the clinic needs records pulled.
Does the clinic need records pulled? Does every doctor
require the records to be pulled? Ws the record room
pulling for this clinic BEFORE CHCS? |If not, the clinic PCC
and the record room POC need to discuss this before the
profiles are set.
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olf there is no record roomfilled in for a patient, the
batch list entry will appear in the default central file
area for the division in which they were registered.

o lIf an incorrect entry is on the batch list and is not
deleted, a record will be created in the incorrect file room
and will have to be transferred or noved to the correct file
room This is extra work!

o If default printers are not in the Fileroom Setup
definitions, the user will be pronpted to enter a device
every tinme. It is better to set up default devices and, if
the user wants to use other devices, let the user say no to
"Do you want to use the fileroonlis default devices?" at

si gn-on.

o The user should print the routing/charge cards at the tine
they print the lists. This allows the user to place the
cards in the outguides and pull the records very quickly.
The records which are not found may be easily identified by
the use of codes on the charge cards. For instance, the
user may find three records charged out and wite "CO' on
the cards, three records not found at all and wite "NR"' for
"no record" on the card. The cards are taken back to the
wor kst ation and used to go down the list in the system

del eting these entries (or marking themas Not Fillable, in
the case of pull lists).

olf the clinics want total control over what is charged out
to them the fileroommay charge out to a holding area and
allow the clinics to pick up their own records and re-charge
the records to thenselves. This involves a |lot of work on
the part of the clinics, so it usually is not done this way.
However, the records may be held in a holding area for
patient pickup (still charged to clinic, though).

o If a patient has nore than one appoi ntnent, the | osing
clinic generally wll recharge to the next clinic, in order
torelieve the losing clinic of responsibility. 1In sone
MF's the clinic will use the borrower CHARGED TO PATI ENT
and let the gaining clinic recharge to thensel ves upon
recei pt of the record.

STEP ONE: |nitialize Batch and Pull Lists from Schedul es

This process will look at the Patient Appointnent file
as well as the dinic Profiles to see how far in
advance to pull the records and who needs records
pull ed for the appointnent date in question. For
exanple, if today is your pull date specified, and al
clinics at your MIF want records pulled for all

appoi ntnent types two days before the appointnents, the
systemw || |ook at the Patient Appointnent file for an
appoi ntnent date equal to two days from now, and
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conpil e those patient names into an entry on the pul
or batch list. If the patient has an MRT record
al ready, an entry will be placed on the pull list, if

not, the patient will appear on the batch |ist.

Menu Path: MRM ->PL-->BR-->IN

ALL CLINICS// {or selected clinic(s)}

Pul | Date: {T}
A nmessage will print on the LA75 when the process has
fini shed.

NOTE: The difference between a PULL list and a BATCH |i st.

PULL LI ST BATCH LI ST

Patient registration Patient registration

conpl ete conpl ete

Pati ent has schedul ed Pati ent has schedul ed
appoi nt ment appoi nt ment

Pati ent HAS an el ectronic Pati ent does NOT have
medi cal record in CHCS an el ectronic nmedi ca

record in CHCS

STEP TWO. Print Batch List

STEP
THREE:

This list will contain entries for patients with
schedul ed appoi nt nents who need a record pulled but who
have no MRT records created.

Menu Path: MRM ->PL-->BR-->PP

Sel ect Batch List: ALL CLINICS//{or your
sel ected clinic(s)}

Select Pull Date: {sane date as above}
Li st which entries: Un-Printed//{CR}
Print Routing/Charge Cards: Both//{CR}
Sel ect Charge Card Printer:(default)//CR
Sel ect Device: (default)//CR or NL: if you
do not want to print cards}

Print Pull List

This list will contain entries for patient with
schedul ed appoi nt nents who need a record pulled and
have MRT records al ready created.

Menu Path: NMRM ->PL-->PT
Sel ect Pull List:ALL CLINICS//{or your
sel ected clinic(s)}
Sel ect Pull Date: {sane date as above}
Li st which entries: Un-Printed//{CR}
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Print Routing/Charge Cards? Both// CR

Sel ect Charge Card Printer: (default)//CR
Select DEVICE: (default)//CR

Pul | Records

Take the charge cards for both lists and place themin
the outguides. Use the outguides to pull the records.

I f you do not find a record, mark the card with
sonet hi ng neani ngful to use when you edit your |ists,
such as NR for No Record, etc. Wien you are finished,
the two |ists should have either a record or a notation
as to the status of the record for each entry.

Edit the Batch List

Through the use of this option, you may renove entries
fromthe batch list for which you do not have records
or cannot fill the request.

Menu Pat h: MRM - >PL- - >BR- - >EB

Sel ect Batch List: ALL CLINICS//{or
sel ected clinics}

Sel ect Pull Date: {sane as above}
Li st which entries: Un-printed//CR

You will get lists printed to your screen of each
clinic, in order, and you may sel ect using up/down
cursor arrows and the select key for marking the
entries you wish to delete. After you hit return, the
systemw || ask you if you wish to delete sel ected
entries. You nust type Y.

Create Records from Batch

This process does three things: Creates the outpatient
volunme 1 of the MRT record for the patient, prints a

| abel for that record, and noves this entry to the pul
list.

Menu Path: MRM ->PL-->BR-->CR
Sel ect Batch List: ALL CLINICS//{or selected
clinics}
Sel ect Pull Date: {sane as above}
Sel ect Record Label Printer: (default)//CR

The |l abels will print when process is finished.
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STEP
SEVEN: Print a Final Pull List

Sanme as Step Three. Failure to do this step wll
result in an inconplete final pull list to charge out!
This will also give you a record to conpare with your
records being charged out, and to keep for your
records.

STEP
El GHT: Charge Qut Pull List Records

This process charges out the Pull List entries to the
clinics in which the patient has an appointnment. |f
the patient has multiple appointnents for that day, the
first clinic will have the record charged to it.

Bef ore chargi ng out the records, you may designate pul
list entries as un-fillable for which you have no
records.

Menu Pat h: MRM+ - >PL- - >QU

Do you first wish to designate sone requests as 'not
fillable'? NO/ {if you have requests to designate
as not fillable, say YES here, otherwi se, hit return}

Sel ect Request #: {found on the card, you will not get
this pronpt if you say NO to the above pronpt}
Systemw || pronpt you to change status from
REQUESTED to NOT FILLABLE. Affirmwth a YES.

Select Pull List: ALL CLINIC LISTS// CR {or
sel ected clinics}

Sel ect Pull Date: {sane as above}

Do you wish to charge out to a holding area? NO/ CR

Are you sure you want to charge out records? NO/ Y

Records will be charged out with a final return.

PULL LI ST TROUBLESHOOTI NG

a. Check all Appointnment Types in the clinic and provider
profiles for which the fileroompulls records.

b. Check patient's fileroom Is the fileroomdefined in
the hospital location file (#44)? |s the patient's
record stored in that fil eroonf

C. Check Display Patient Appointnents to check the
date/time of the patient appointnent. Note: |If
appoi ntment was nade after the Iist was created or
W thin 24 hours of the appointnent date and tine it

will not show up on this list.
d. |s the user signed into the correct fil eroom and
di vi si on?
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e. In the BSU option, check the field "Record Type Needed"
for the clinics for which the fileroom pulls records.

f. Is the fileroomsetup to store that record type? Check
the record type setup

g. When was the patient appointnent nmade? Was it nmade in
the last 24 hours? Wat is the clinic paraneter set to
for days in advance to pull patient record? It could
be that the appoi ntnment was nmade too late to be pulled
by the system

h. Was an update pull list run? This should be done if a
significant anmount of time has | apsed between the
running of the pull/batch Iist initialization and the
charging out of the lists.

5.2 NMRT DEVICE GUJ DE

The foll om ng pages contain the nost recent information we have
on the setup and operation of the Intermec devices used by record
tracking. Bear in mnd that sone of this may change and is site
specific. Wth the inplenentation of new network systens, such
as Transm ssion Control Protocol/Internet Protocol (TCP/IP), it
is inmpossible to predict at this tinme how the devices nust be
configured and what inplenentation's role will be in dealing with
the device issues. At many new sites, the operations staff has
no docunentation on the setup of MRT devices, especially the
configuration of the barcode readers. They are usually very
receptive to any material which can be provided to assist them

MRT | NTERVEC 3000 BARCODE PRI NTER
ABOUT THE PRI NTER and BARCODES

The | NTERMEC 3000 is a conpact thermal barcode printer which is
currently used in CHCS for the printing of Medical Records (PAD)

and I mage tracki ng (RAD) barcodes. It can print in several
di fferent barcode synbol ogi es, al pha and nuneric characters,
hori zontal and vertical |ines, and bit-nmapped graphics. The 3000

prints on a special |abel nedia which is chemcally treated to
turn bl ack under high tenperatures. The output wll then be
readabl e by anot her machi ne, the scanner or wedge reader. The
reader projects a beamof |ight and constantly | ooks for
reflections of that beam A black Iine causes a weak or no
reflection, while a space causes a strong reflection. A thin
l[ine may nean a binary zero and a wider |ine may nean a binary
one. The special arrangenent of the lines is translated into
ASCI| characters and is translated into MJUVWPS by CHCS software.
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FRONT OF PRI NTER

Note the indicator lights and black button | ocated on the front

panel .

a.

W will now discuss these in nore detail.

Feed/ Pause Button: A nulti-functional button that
controls printing and feedi ng nedi a.

1. FEEDI NG MEDI A: Pressing the Feed/ Pause button once
causes the printer to advance the end of the | abel
to the tear bar. To feed out a blank | abel, press
twce. Holding the button continuously wll cause
the | abels to advance in 0.5 inch increnents.

2. PAUSI NG PRI NTI NG Pressing the Feed/ Pause button
during printing will pause the print job. Pressing
once nore will resune the print job. Wile the
printing is paused, the Enpty/Pause indicator wll
fl ash.

3. LOADING MEDIA: After loading a new roll of |abels,
press the Feed/ Pause button to advance the nedia to
start-of -print position.

4. SELF-TEST: To run a self-test on the printer, hold
in the Feed/ Pause button while you switch the power
off and on. Release the button as soon as nedia
starts to advance. To resune normal printer
operation, switch printer off and then on again.

Enpty/ Pause Light: An indicator which is illum nated
when | abel nedia is enpty or is |oaded inproperly.

1. If light is flashing, this is an indication that the
print job is in a pause state and should be resuned
by pressing the Feed/ Pause button.

2. If light is on steady, the | abel nedia my be enpty.
If this is not the case, the printhead knob may not
be in the Print position. Turn the knob
countercl ockwi se until you feel a click as it | ocks
into place. The light may al so be on because the
media is | oaded inproperly or the nedia alignnment
ring is not installed or is installed incorrectly.
Check these possibilities before reporting a device
pr obl em

Tenperature Light: This indicator |ight should not be
it the device is operating normally. This |ight
i ndi cates an overheated condition in the printer.

1. If light is flashing, wait for the printer to cool
off. It will resune printing on its owm when it is
ready. |If the light flashes upon power-up, however,
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it indicates a RAMfault and should be reported to
the Hardware (HHW specialist.

2. If light glows steady, swtch the printed off for 10
seconds then back on. |If this does not clear the
problem report it to the specialist. Save any
systemerror |abels which may print on the device.

3. If this light and the Enpty/Pause |ight are both
fl ashing, a ROM checksum error was detected and you
must call for service.

Power Light: Indicates printer is plugged in and
swi tched on

REAR OF PRI NTER

Refer to Printer Rear View, for the follow ng:

a.

b.

RS- 232 Serial Comuni cations Port Connector

Fuse

AC Power Receptacle

Vol t age Sel ect or

Power On/Of Switch (recessed)

Medi a Rol |l Hanger

Upper Case Retaining Tabs

Rear Panel Switches (not to be /by other than H W Spec)

Baud Rate

Baud Rate

Baud Rate

Parity

Parity

One or two Stop Bits

Seven or eight Stop Bits

D e-cut | abel stock or continuous stock
Reser ved

10. Reserved

11. 0.010 inch resolution or 0.005 inch resolution
12. Self-strip off or on.

CoNoGRwWNE

Fine Bar Wdth Control (adjusts the width of printed
bars in barcode by making small changes in the anmount of
time heat is applied to the nedia)

Coarse Bar Wdth Control (sets the range of fine
adj ust nment)
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Note: Both arrows should start off pointing toward the
roll of |abels.

k. Accessory Interface Sl ot
LOADI NG LABEL MEDI A

Label s shoul d be changed sinultaneously with the change of the
ri bbon. The two itens are used at the sane rate, and are
packaged in equal anobunts. Changing the ribbon is outlined
bel ow.

a. Turn the printhead |lift knob to the LOAD position.

b. Renove the cardboard spool left by the expired roll of
| abel s and place a new roll on the hanger.

c. Adjust the label alignnment ring to fit the width of the
roll of labels. ** NOTE: If the label alignnment ring is
too tight, the labels will not feed.

d. Make sure the label alignnment ring is in the LOCK
position by turning to the right.

e. Replace ribbon.

f. Feed | abels through pathway naking sure that |abels are
agai nst inner edge, under the guide and in the sensor
pat h.

g. Turn the printhead [ift knob to the PRI NT position.

h. Reprit the label or print a test |abel and test the
barcode with the barcode reader

CHANG NG RI BBONS

The Intermec 3000 ribbon is a single pass, thermal ribbon which
shoul d be destroyed after use, per the DoD requirenents for the
protection of Privacy Act information. The information is easily
readable fromthe ribbon, as it is a filmrather than fabric

ri bbon. The entire ribbon is contained in a nmagazi ne whi ch snaps
on and off the printer unit. CHANGE RI BBONS EVERY TI ME YOU
CHANCE LABELS.

Turn the printhead lift knob to the LOAD position.
Renmove ri bbon magazi ne.

Change | abel nedi a.

Snap new ri bbon nmagazine into place.

Turn the Printhead lift knob to the PRINT position.

P2OooTE
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TROUBLESHOOTI NG

Most comon problens are listed below. For any nmjor
difficulties, please refer to your specialists at the site for
their attention. Do not try to replace fuses, set dip swtches,
or change rear panel settings on your own. Good troubl eshooting
not only includes know ng how to take care of the smaller itens
on your own, but also when to refer the problens on to the
appropri ate personnel .

NOTE: Due to the fact that nmany hardware and software specialists

on site are cross-trained for all system problens, the term
"specialist' is used generically in this section.
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SYMPTQM

Printer will n
print

Label appearan
i ncorrect

Bar code cannot
read (any devi

Power [ight w
not illum nate

Tenp |ight on

Temp |ight
fl ashes

Enpt y/ Pause
[ight on

TC- 4. 4- 0579

PCSSI BLE PROBLEM
ot Not receiving data
Unpl ugged
Power of f

ce VMS Characteristics
wWr ong

Label format change

be Printhead is dirty
ce)

Pri nthead knob in
LOAD posi tion

Pri nt head defective
or bar width
i nproperly set

I 1 Power cord not
connect ed
Fuse has bl own

Val |

| f during power-up

If during use

Qut of I abels
Media is jamred

Media is torn

5-12

receptacl e dead

TRY TH' S
Check connecti ons
Check power cord
Check switch, rear
Notify Speciali st
(typically LF and
CR characters on
| abel if this is
t he problem
Check subsystem

Cl ean print head,
or notify spec.

Check knob position

Speci al i st determ nes

Check power cord

Speci al i st determ nes
and repl aces

Try anot her receptacle

Try powering off for
10- 15 secs and powering
on again. |If this does
not help, notify spec.

RAM f aul t,
speci al i st

report to

Wait for cool -down,
make sure vents are
cl ear and dust free.
Load nore | abel s

Cl ear jam

Cl ear and re-feed past
torn section



Enmpt y/ Pause | i ght
fl ashi ng

Enpt y/ Pause | i ght
fl ashi ng al ong
with Tenp |ight

Medi a does not
f eed when Feed/
Pause button is
pressed

SAlI ¢/ CHCS Doc.

Printhead lift knob
in LOAD position

Label m ssing from
roll

Media Alignnent ring
too tight

Label gap sensor
dirty

Label gap sensor

def ective

Feed/ Pause button was
pressed to pause print

ROM Checksum err or

Medi a Ali gnnment
is too tight

ring

Label nedia enpty

5-13

TC- 4. 4- 0579
18 Sep 1995
Check knob position

Press Feed/ Pause to
advance roll

Adj ust
| oosen

ring to
Have spec eval uate
Have spec eval uate
Press button to

resune

Notify Speciali st

Adjust ring to fit

Load | abel s
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MRT HARDWARE SETTI NGS

for

| NTERMVEC 3000

TERM NAL TYPE FI LE
Fl ELD NAME

Sel ect TERM NAL TYPE NAME:
NANVE

Rl GAT MARG N

FORM FEED

PAGE LENGTH

DEVI CE EDI TOR

In the DEVI CE EDI TOR nenu option,

w il set
Fl ELD NAME

Sel ect
NANME
$l

Sel ect
SUBTYPE
TYPE
DEFAULT SUBTYPE
ASK DEVI CE?

ASK Rl GHT MARG N?
DEVI CE SET
MARG N W DTH
PAGE LENGTH

FORM FEED

DEVI CE NAME

MNEMONI C

VMS SETTI NGS

SETTI NG

P- | NTERVEC3000
P- | NTERVEC3000
35
#
12

the site hardware speciali st
each Internec printer to reflect the foll ow ng:

SETTI NG

(name - ex, WLRBP1, PAD1)

(nanme, sane as above)
Logi cal nanme of device (ex,
LTA640)

Mul tiple synonyns al | owed
P- | NTERMEC3000
TERM NAL

P- | NTERMEC3000
YES

NO

Devi ce G oup (Ex-
35

12

#

1VRD)

Wthin VM5 each device nust be set up wth certain defining

characteristics. For
foll ow the exanpl e bel ow

Fl ELD NAME

TERM NAL
DEVI CE TYPE
OMNNER

| NPUT
OUTPUT
LFfill
CRfill

W DTH

PAGE

PARI TY

Intermec printers,

5-14

the specialists wll

SETTI NG
Logi cal name of device
VT100

NO ONNER

2400

2400

0

0

132

24

NONE



Term nal Characteristics

[multiple fields, nust be exact]

COLUWN #1

COLUWN #2

COLUWN #3

COLUWN #4

**NOTE: This should be set--->
to SET_SPEED for sites using
ABLE/ ATTACH i nstead of LAT

SAlI ¢/ CHCS Doc.

I nteractive

Host sync

W ap

No Br oadcast

No Modem

No Brdcst mbx

No Line Editing
No Secure Server
No SI XEL Graphics
ANSI CRT

Scope

No Readsync

No Local Echo

No DMA

Overstri ke Editing
No Di sconnect

No Soft Characters
No Regi s

DEC CRT

Type_ahead
Lower case

No Renote

No Form

No Aut obaud

No Al typeahd
Past hru

No Printer Port
No Bl ock node
No DEC CRT2

No Escape

Tab

Ei ghtbi t
Ful | dup

No Hangup

No Set _speed
No Di al up

No Syspassword
Nuneric Keypad
Advanced_ Vi deo
No DEC CRT3

TC- 4. 4- 0579
18 Sep 1995
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LAT SETTI NGS

If the site is on a LAT system

t hi s:
$MC LATCP

LCP> SHOW PORT LTAG640

Local Port Nane

Speci fi ed Renote Node Nane
Speci fi ed Renote Port

Li nk Nane

LTAG40:

t he

port display would | ook |ike

<appl i cati on>

Nane

PRI MARY$LI NK

And the Term nal Server

$ TSM SERVER=QD1SE1l

TSM SVR_QD1SE1> SHOW PORT 114

Port 114: WRAMC CHCS Ter m nal

Character Size:
FI ow Contr ol
Parity:

Stop Bits:

Access:
Backward Swi t ch:
Br eak:
Forward Swi tch:

Dedi cat ed Servi ce:

Aut hori zed G oups:
(Current) G oups:

8
XOM
None

Dynam c

Renot e

None

Di sabl ed

CHCS

0
0

Enabl ed Characteristics:
Lock, Loss notification,

None

5-16

QD1SE1L
LC 8- 2

Manager setting would | ook |ike this:

Server: (QDLSE1l

| nput Speed: 2400
Qut put Speed: 2400
Modem Control : D sabl ed
Local Switch: None
Name: LC-8-2
Sessi on: 4
Type: SOFT

nmessage codes, verification
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VMRT BARCODE READERS
GENERAL | NFORMATI ON

The Intermec 9570 and 9710 Wedge Readers are barcode-readi ng
devi ces which connect directly into the keyboard port of a Dec
VT320 or VT420 termnal. Wen used in conjunction wth CHCS
this device allows for the quick scanning of barcode | abels

pl aced on Radiology filmjackets and patient nedical records.
The scanning of the | abel replaces the need for data entry via
t he conputer keyboard. |In the follow ng docunent, you wll be
provided with detail of the device itself, troubleshooting tips,
setup information and inpl enentation issues.

COVPONENTS

The 9570 consists of the wand, the wand hol der, the reader itself
and the power supply. The holder may be attached to the desktop,
the side of the term nal or on any convenient and flat surface.
It attaches with velcro strips, providing a sturdy |ocation for
the storage of the wand when not in use. The wand itself
connects to the reader with a coiled cord nmuch |like a tel ephone
cord. On the end of the cord is a plastic connector |ike the
ones found on other communi cations cables. Connection should be
tight. The wand contains a | aser scanner and should not be
shined directly into the eye. The 9570 reader will not work with
t he LK401 keyboard, as there is no way to interface the two.

The front panel of the 9570 contains four indicator |lights: Read,
Fault, Config, and Power. The Power |ight should be on at al
times, but wll flicker when a barcode is scanned. The Read

l[ight wll indicate that a scan has been decoded. Light wll
turn off after a scan fails to decode, and the reader may need to
be reset. The Fault light will indicate that a fault condition

exists in the reader. The site hardware specialist should be
notified if this light is on. The Config Iight indicates that
the reader is in the configuration node, ready to change the
setup features.

The rear panel of the reader contains three ports. Beginning
fromthe left of the device, the first port is for the attachnent
of the power supply, the second is for the connection of the
nodem and the third is for connecting the reader to the
keyboar d.

The 9710 consists of the wand and a reader, which is usually
attached to the top of the termnal in front of the air vents.
There is no power supply associated with this device. |t depends
on the termnal for power. The 9710 will work with al
configurations of workstations. The only problemnoted with this
reader is its tendency to |l ose settings. This is an inconsistent
probl em and may not happen in your experience.
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MRT BARCODE READERS

(conti nued)

TROUBLESHOOTI NG TI PS

SYMPTQOM

Reader will not
r ead

Bar code cannot be
read by any reader

Fault LED Ii ght

Config LED
(on when it
shoul d not be)

Reader will not
transmt

PCSSI BLE PROBLEM

Loss of Power

Not using proper
power supply

| nput devi ce not
properly connected

Faul ty i nput

devi ce

Reader can not
accept that kind
of code

Poor barcode print
qual ity

Bad Scanni ng
t echni que

Bad power supply

Problemw th
system

Reader entered
config node

| ncorrect Term nal
Type

5-18

TRY TH S

Check power connection
to reader and outl et

Make sure part # on
power supply matches
speci fication

Check connecti on of
wand, termnal, etc.,
to reader

Read barcode with
anot her devi ce

Check configuration
(H W Speci al i st)

Try anot her device
on sane barcode

Scan barcode from
white area on one side
to white area on ot her
side, quickly and in
one snoot h stroke

Check power supply
connection, type or
failure (H W Spec)

If LED stays lit,
notify speciali st

Consult Speci al i st

i mredi ately. Any
further action could
change confi g.

Sel ect Correct
termnal type in
config setup

(wor kstation setup)
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BARCODE READER CONFI GURATI ONS

9710

Fol |l ow the steps bel ow, using the 9710 manual and WG
(Wedge Interface Guide) to find the barcodes needed.

VT320

f LT

*$+TA16"

1. Configure CODE 39
Accumutate/Change Config/CODE 39

*+/$+CB*
2. First parameter

without a check digit}

*q*

Scan the two labels listed below:
retain/transmit
check digitf

3. Enter data

mixed-full ASCl!

*o*

Exit Accumulate

*

4. Configure postamble

(wait for beeps)

Accumulate/Change ConhglPostambIe

*+/$+AC*
5. Beginning of data

mm

SYS-00623

RECONFIGURE AN INTERMEC 9710 BAR CODE READER

Scan the bar code below that matches your reader hookup.

VT420

*$+TA22*

6.

7.

8.

9.

Follow the steps and scan the bar codes below to reconfigure the bar code reader.

Carriage Return

A
CR

End of data

I

Enter data

Exit Accumulate

I

(wait for beeps)

Scan the test label to check the bar
code read. The monitor should
display DATA and a carriage after
return you scan the label.

AT

*DATA*
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9570

Foll ow the steps below to reset the 9570 Wedge reader. You w ||
only need the 9570 nmanual .

Pg 4-11 Scan the "Default Configuration" barcode
Pg 4 Scan the VT320/ LK401 Barcode (may say LK201)
Pg 3-11 Scan the "CR' barcode

You wi Il hear a confirm ng beep after each barcode is scanned.
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Using MRT to Track Patient Consults

Defined the process for consult novenent, decided what portion of
this process needed to be tracked, and discuss the use of MRT to
track this portion.

Gui delines need to be set, paraneters defined, and the file/table
process outl i ned.

a. Built the file/table entries in the following files:

1. Hospital Location/Borrowers-File Areas files: Added
Consult Control Center (CCC) as a location (file
ar ea)

2. Label Function: Create a new | abel using the
foll ow ng suggested fiel ds:

BARCODE FOR RECORD - row 15, colum 10, size 3,
bar code YES

CURRENT DATE/ TIME - row 12, colum 22, title DAY
ONE:, size 2

FMP/SSN - row 5, colum 1, title FMP/SSN:, size 3

NAME - row 3, colum 1, title NAME:, size 3

PATI ENT CATEGORY - row 1, columm 1, title Pat Cat:,
size 3

PATI ENT PHONE - row 7, colum 1, title HOVE PH:,
size 3

RECORD # - row 12, colum 1, title RECORD #:, size 2

SPONSOR DUTY PHONE - row 9, colum 1, title DUTY
PH , size 3

TYPE OF RECORD - row 1, colum 20, title Type:,
size 3

3. Record Type: Added Consult as a record type with
mul tiple volume capability. Use new | abel for this
record type. Set Ask for Content Descriptor to
n YESII

4. Record Tracking Application: Added the file room and
central file area to the division. Ask for
Associ ated Borrower in the Borrowers File Paraneters
for Hospital Location nust be set to "YES'.

5. Device File: Built in the barcode devices for the
file area

b. For the input tenplate for new records, the ASSOCI ATED
BORROWER field is being used to indicate which provider
or clinic originated this consult, and the CONTENT
DESCRI PTOR (free text field) is being used to indicate
what type of consult it is, i.e., ALLERGY consult.
These two fields will show up easily in a record
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information inquiry. The follow ng options are being
utilized:

CREATE A RECORD/ LABEL/ VOLUME, CHARGE OUT RECORDS, CHECK
| N RECORDS, RECORD | NFORVATI ON MENU,

| NACTI VATE/ REACTI VATE RECORDS, FLAG A RECORD AS M SSI NG
TRANSFER/ RETI RE MENU, MANAGEMENT REPORTS MENU ( Recor ds
Charged to a Borrower, Overdue Records List Charged
Records by Hone Location, and M ssing Records List)

c. The center can change to a different col or |abel each
month (leftover |abels will be stored along with the
corresponding ribbon in a sealed plastic bag until that
color cones up again). The |abels can be ordered from
Intermec (600 colors were available). The colors nmake
it easy for the consult clerks spot old consults that
needed to be either appointed or deleted. The other
met hod for spotting old consults is the CURRENT
DATE/ TIME field on the | abel which indicates when the
consult was received and | abelled in CCC.

d. Wen consult has been appointed, CCC is no |onger
responsi ble for tracking. They will inactivate the
record with a coment of "APPO NTED CONSULT".

e. A Transfer/Retire |ist should be run every 4-6 weeks
for the consult records which have been inactive for a
gi ven anount of time. This transfer should be to a
records roomsetup in CHCS. Consults can than be
deleted fromthe systemIF there are no active consult
records. The highest volunme of a record nust be del eted
first then working backwards fromthere.

5-22



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

6. POST- ACTI VATI ON.

After the initial activation of MRT, the site will assune the
responsibility for file maintenance. This section provides
useful information for standard changes to MRT file entries and
addresses the need to add entries, such as new | abel formats or
new fileroons. Site POCs should also refer Section 5 for
informati on on I nplenentation Assistance, which is an ongoi ng
process during the post-activation phase.

6.1 FE/ T NMAI NTENANCE

After the activation of the MRT subsystem it wll be necessary
for the site to appoint one or nore individuals who wll be
responsi ble for maintaining the MRT files, including adding new
entries. These individuals should attend all MRT class nodul es
and be assigned the RT SYS and DI OQUT security keys (for access to
the Systens Definitions file and Print File Entries).

6.1.1 Menu Paths for File Mintenance.

Menu paths for file maintenance for the MRT subsystem are the

sanme as the nenu paths to initially build the files. You wll

not need to use the secondary nenu option Record Tracking Tot al
System Menu. See Section 4.3.3, page 4-23.

6.1.2 Specific Mintenance I nstructions.

ADDI NG A NEW FI LEROOM

New fil eroons nmust be added as Hospital Locations, then added as
fileroons through the MRT FSU Fil eroom Setup option. Al
paranmeters nust be defined, and the fileroomnust then be added
as an 'Allowable File Rooml to store records under the record
type(s) it will store and track. Renenber that the fil eroom nane
wll be the first synonym but if the fileroomnanme is changed in
the Hospital Location file, the nanme nust be added as a synonym
NOTE: If fileroons are added AFTER the first pull list and
initial registration drive have begun in the facility, pull lists
for this fileroom my encounter problens. The prinmary reason
being that all patients registered will default to the batch Ii st
for the central file area for the division in which they were
registered. If this fileroomwas not available for entry in the
patient's OP RECORD HOVE LOCATION field and is not the default
file area for the division, pull/batch lists may be difficult to
get started.
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ADDI NG A NEW BORROVER

New borrowers nust be added into their common file first, then
added in as borrowers through the BSU option. Be sure to note

record types to pull, if the borrower is a clinic which will need
records pulled through the MRT system Addi ng synonyns to the
borrower entry is hel pful for quick |ook-ups. |If name of

Borrower changes in its primary file (such as PROVIDER), the new
name nust be added as a synonymin the Borrowers-File Areas file.

ADDI NG A NEW RECCRD TYPE

The new record type should be added through the TYS Record Type
Setup. Define all fileroons allowed to store this record type.
Then add the record type as one used by the MRT application

t hrough the APP Record Tracking Application Setup option. NOTE
If this record type will use a different |abel format, the format
must be built through the LFM option then attached through the
TYS option.

ADDI NG NEW REASON

To add a new reason to the REASON file, sinply follow the nenu
path and add the new reason as instructed in the initial file
bui | d sequence.

ADDI NG NEW RT FI LEROOM SPECI FI C LOCATI ON or  ADDI TI ONAL MEDI CAL
TREATMENT FACI LI TY

These two types of MRT file entries should be entered as defined
inthe initial file build process described in Section 4. No
speci al provision nust be made for these entries. NOTE: The PAD
and LAB subsystens al so use the Additional Medical Treatnent
Facility file. Any new entries should be coordinated with the
POCs for those areas.

MCDI FYlI NG LABEL FORMATS

First it nust be determ ned which record types and file areas
will be inpacted by a change in the |abel format (check the
record type file for format used, and check the fileroons all owed
to store that record type). The changes nust then be di scussed
and agreed upon by all parties involved. Once this is done, the
user should build the new format in the training data base, if
possible, to test the format and content. |If this is not
possi bl e, caution should be exercised in nodifying the |abel in
the production system The user may edit the |abel format,

nodi fying, renoving or adding print fields and their position on
the | abel. Test |abels should be run until all parties are
satisfied with the finished product. It is best to save the
initial settings in a printed format (see the print tenplate,
Appendi x F), do the file maintenance after normal duty hours,

t hen test and approve the new format prior to the beginning of
busi ness the next day.
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M SCELLANEQUS

Entering new synonyns for fileroons, borrowers, or clinics may
hel p users get "direct hits' during use of the system The need
for this type of 'fine-tuning’ may be identified and inpl enented
during the I A process or afterwards by site F/ T PCCs.

Renovi ng a synonym for MRT | ocations/borrowers may cause
difficulty, especially if it is a frequently used synonym It is
wi se to keep the owners of the RT SYS security key to a m ni mum
inorder to limt the occurrence of users inadvertently changi ng
file entries which inpact other users.

Usi ng MRT for purposes of tracking itens it was not initially
designed to track (such as Consults) should be discussed with
SAlI C personnel in order to ensure the accuracy and conpl et eness
of the files, and to ascertain whether or not the systemcan do
what the site wishes it to do.

6.2 CONTI NUI NG TRAI NI NG | DEAS FOR MRT.

a. Make sure that all new supervisors attend appropriate
nodul es of MRT training as soon as possible.

b. Send all new clerks/watch bill personnel through MRT
trai ni ng.

c. Regularly evaluate workflowin all fileroonms and run
refresher training, if necessary.

d. Devel op handouts as needed to assist users with trouble
ar eas.

6.3 SYSTEM SUPPORT.

Cccasionally the systemw ||l not function as expected. It is
inportant to train users to report problens in a tinely manner
and to provide enough information so that the problem may be
di agnosed and sol ved quickly. Prior to activation, the proper
protocol for reporting and resol ving system probl ens shoul d be
deci ded upon by SAIC Site staff and by the site project office.

6.3.1 Troubl eshooting MRT Probl ens.

The following is a suggested |ist of actions for trouble shooting
pr obl ens.

a. Docunent the problemin witing. Note nenu path and
options used. |If an error nessage is displayed, copy it
down or obtain screen prints docunenting the problem
Determ ne the Central Processing Unit (CPU that you are
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signed onto as this is hel pful when your termnal is

| ocked. To do this hold down the "Ctrl" key and press
the letter "T". The screen should display sonething

i ke "KXVA: (your name) _598(current tinme) DSM  CPU=00",
etc. This user is on CPU "KXVA". Try to reproduce the
probl em before reporting it. Mintain a |og of problens
reported for reference.

b. Prioritize the problem WII| patient care be inpacted
by the problen? WII| departnment workflow be inpeded?
VWhat is the risk of using the systemuntil the problem
i s resol ved?

c. Communicate the problemin witing, by phone, or by E-
Mail to the PAD/MRT POC, the Project Ofice, and SAIC
site staff. |If you report the problemverbally, be sure
to followp wth an E-nmail nmessage docunenting the fact
that you reported it, when you reported it, and to whom
you reported it. This is for tracking and fol |l owp
purposes. Also include problem and support center cal
#/quick fix, etc., in your weekly I A report.

d. Research the problem Exam ne the data base for clues
relating to the cause. Consult wth other subsystens
POCs to see if they are having simlar problens.
(Problenms may be related to recent software updates).
Refer to literature avail able (user manual s, data base
installation guides, training manuals). Consult with
training staff. Consult with SAIC site staff.

e. |If the problemcannot be solved on site, file a System
I nci dent Report (SIR) to the Support Center, normally
t hrough your Site Manager.

f. Research solutions and identify alternate actions if
necessary. Conmuni cate planned alternate action to
users and site staff. Inplenent alternative
(wor kar ound) .

g. Follow up on reported problens. Set date to check on
progress of problemresolution. Check to see if
solutions to other problens mght have resolved this
one. \Wen problemis solved, conmunicate results.
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6.3.2 Downtine Procedures for NMRT

The followng is a suggested plan for MRT workfl ow during system
dowmtinme. It is inportant that each site define and publish a
pl an for CHCS downti ne.

In the event that the CHCS systemis down for an extended anount
of time, the users should have a store of the paper charge slips
t hey used before CHCS was installed. Patients nust pick up their
records at the counter, as there will be no way for the systemto
produce appointnent rosters, pull lists, etc. |If possible, a
list should be kept of records charged out: patient nane,

FMP/ SSN, and borrower. This information will have to be manual ly
entered into the systemwhen it is online again if the fileroom
wi shes to accurately track records which noved during the

downt i ne. If the users experience any systemerrors once they
begin using it again, they should report themimedi ately to

t heir designated hel p desk personnel.
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For C ass Descriptions, please refer to Section 6 of CDRL
|tem B024, "CHCS Functional C ass Descriptions (Supplenent to the

| mpl ement ati on Support Plan)," SAI C CHCS Doc. TC-4.2-0720, dated
13 May 1994.
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CHCS is a systemthat nakes use of pointer relationships. A data
element in afile may point to a specific record in another file.
Afile/field that contains a "pointer" does not contain the
actual data but only a reference to the actual data that is
contained in a different file. |If an entry in a "pointed to"
file is deleted, pointer relationships will be broken and files
previously pointing to such data will be corrupted.

For exanple, in file #190 (RECORDS) there is a data-el enment or
field nane called TYPE OfF RECORD. This TYPE OF RECORD points to
another file called the RECORD TYPES file (#195.2). If the TYPE
OF RECORD entry in the RECORD TYPES file is deleted, the pointer
relationship is broken and the TYPE OF RECORD entry in the RECORD
TYPES file is corrupted.

The attached table will be useful during data collection, file
and table build, and maintenance. It shows the file and the
fields (data elenents) that point to data in other files. Wen a
field froma file listed on the | eft shows that it contains data
fromanother file, the other file would have to be built before
you could conplete the field in the file listed on the left. For
exanple, in the REQUESTED RECORDS file (#190.1), the field USER
REQUESTI NG RECORD is a pointer to the USER file (#3). The USER
file (#3) entry would have to exist before the field in the
REQUESTED RECORDS file (#190.1) could contain that user's nane.
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FI LE FI LE FI LE NAVE
NUMBER  GROUP* Field Nane PO NTS TO FI LENAVE
190 3 RECORDS
TYPE OF RECORD--------------- >RECORD TYPES
APPLI CATION- - - - - === - - - - o - o - - - >RECORD
TRACKI NG APPLI CATI ON
PARENT RECORD---------------- >RECORDS
HOVE LOCATION---------------- >BORROVERS-
FI LE AREAS
PATI ENT FILE PO NTER--------- >PATI ENT
HOVE DIVISION- - - - ------------ >NEDI CAL
CENTER DI VI SI ON
USER WHO CREATED RECORD- - - - - - >USER
ASSOCI ATED REQUEST----------- >REQUESTED
RECORDS
ASSQOCI ATED MOVEMENT- - - - - - - - - - >RECORD
MOVEMENT HI STORY
CURRENT BORROVER/ FI LE ROOM - - >BORROVERS-
FI LE AREAS
USER THAT CHARGED RECORD- - - - - >USER
TYPE OF MOVEMENT- - ----------- >RECORD
MOVEMENT TYPES
ASSQCI ATED BORROVER- - - - - - - - - - >BORROVERS-
FI LE AREAS
190. 1 3 REQUESTED RECORDS
NAMVE- - - - === == mmm e m e m e e m o - - >RECORDS
USER REQUESTI NG RECORD- - - - - - - >USER
REQUESTOR- - - - ---------------- >BORROVERS-
FI LE AREAS
USER RESPONSI BLE FOR STATUS- - >USER
CANCEL REASON- --------------- >REASONS
PULL LIST-------------------- >PULL LI ST
PARENT REQUEST--------------- >REQUESTED
RECORDS
DI VI SI ON OF REQUESTOR- ------- >NVEDI CAL
CENTER DI VI SI ON
ASSQOCI ATED REQUESTOR--------- >BORROVERS-
FI LE AREAS
PARENT APPO NTMENT----------- >PATI ENT
APPO NTMENT



SAI C/ CHCS Doc. TC- 4. 4-0579

18 Sep 1995

FI LE FI LE FI LE NAMVE
NUMBER  GROUP* Field Nane PO NTS TO FI LENAVE
190. 2 3 M SSI NG RECORDS

NAMVE- - - - == === mmm e m e m e e e o - - >RECORDS

USER-------------cmmmemmm oo - >USER

WHERE WAS RECORD FOUND?- - - - - - >BORROVERS-

FI LE AREAS

REASON RECORD WAS M SSI NG - - - >REASONS
USER WHO ENTERED AS FOUND- - - - >USER

APPROVI NG SUPERVI SOR- - - - - - - - - >USER
SUPERVI SOR COMVENTS- - - - = = = - - - >SUPERVI SOR

COWMENTS SUB- FI ELD
USER COMVENTS- - - - = === === === - >USER

COVMENTS SUB- FI ELD

190. 3 3  RECORD MOVEMENT H STORY
N = >RECORDS
USER THAT REQUESTED RECORD- - - >USER
BORROVER: - = = - = === === mmm oo - >BORROVERS-
FI LE AREAS
USER THAT CHARGED RECORD- - - - - >USER
TYPE OF MOVEMENT------------- >RECORD

MOVEMENT TYPES
USER RESPON FOR NEXT MOVEMENT- - >USER

ASSOC| ATED BORROWER:- - - - - - - - - - >BORROVERS-
FI LE AREAS
190. 4 3 RECORD BATCH PRI NT
APPLI CATI ONF = = = === === o e e oo >RECORD
TRACKI NG APPLI| CATI ON
DY/ )V >NMEDI CAL
CENTER DI VI SI ON
FI LE ROOM == =-----cmmmmemmn- >BORRONERS-
FI LE AREAS
PATI ENT APPOl NTMENT- - - - = = - - - - >PATI ENT

APPO NTMENT SUB- FI ELD
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FI LE FI LE FI LE NAME
NUMBER  GROUP* Field Nane

PO NTS TO FI LENAVE

190. 5 3 RECORD TRANSFER- RETI RE LI ST
= >USER
APPLI CATI ONF = = = === m oo o e oo >RECORD
TRACKI NG APPL| CATI ON
DY/ )V >NMEDI CAL
CENTER DI VI SI ON
FI LEROOM = = = === === === e e eeemo - >BORROVERS-
FI LE AREAS
ACTIMI TY- - mmmmmmmmm e >RECORD
MOVEMENT TYPES
ACTI VATI ON USER- - === -----=--- >USER
RECORD TYPE---------czzzcnmn- >RECORD TYPES
DESTI NATI ON- === === === o=z e e e o - >BORROVERS-
FI LE AREAS
RECORD- - = == === == === mmmzeeen >RECORD
SUB- FI ELD
194. 4 2A  LABEL FORMAT
APPLI CATI ONF = = = === === o e e e >RECORD

PRI NT FI ELDS------
COWPI LED LOG G- - -

194. 5 1 LABEL PRI NT FI ELD

PARENT FILE-------

TRACKI NG APPLI CATI ON

___________ >PRI NT FI ELDS

SUB- FI ELD

___________ >COMPI LED

LOGE C SUB- FI ELD

___________ >PARENT FI LE

SUB- FI ELD
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FI LE FI LE FI LE NAMVE
NUMBER  GROUP* Field Nane PO NTS TO FI LENAVE
195.1 2C RECORD TRACKI NG APPLI CATI ON
SERVICE---------------c-om - >DEPARTMENT
AND SERVI CE
BORROVNER BARCODE FORMAT- - - - - - >LABEL FORVAT
DEFAULT RECORD CREATI ON TYPE- - >RECORD
TYPES

DELETED RECORD MAI L GROUP- --->NMAI L GROUP
M SSI NG RECCRD MAI L GROUP- - -->NMAI L GROUP

SYNONYNMB- - - = == mmmmmmeee o >SYNONYMS
SUB- FI ELD

DIVISIONF e >DI VI SI ON
SUB- FI ELD

BORROVER FI LE PARAVETERS- - - - - >BORROVER

FI LE PARAVETERS SUB- FI ELD
VRT RECORDS NEEDED BY CLI NI CS- - >MRT
RECCORDS NEEDED BY CLI NI CS SUB- FI ELD
RAD FOLDERS NEEDED BY CLI NI CS- - >RAD
FOLDERS NEEDED BY CLI NI CS SUB- FI ELD
ENTITY FILE------------------ >ENTI TY
FI LE SUB-FI ELD

195. 2 2C RECORD TYPES
APPLI CATION------------------ >RECORD
TRACKI NG APPLI CATI ON
RECORD LABEL FORVAT---------- >LABEL FORVAT
REQUEST NOTI CE FORVAT-------- >LABEL FORVAT
MASTER FOLDER---------------- >RECORD TYPES
LI NKED RECORDS--------------- >L1 NKED
RECORDS SUB- FI ELD
ALLOMBLE FI LE ROOMS- -------- >ALLONABLE
FI LE ROOMS SUB- FI ELD
195.3 1 RECORD MOVEMENT TYPES
APPLI CATION------------------ >RECORD

TRACKI NG APPLI CATI ON
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FI LE
NUMBER

195. 4

195.5

195.6

195.9

8376

TC- 4. 4- 0579

FI LE FI LE NAME

GROUP* Field Nane PO NTS TO FI LENAVE
2C RECORD TRACKI NG SYSTEM PARAMETERS

2A

2C

2C

MRT TRACKI NG APPLI CATI ON- - - - - >RECORD
TRACKI NG APPLI CATI ON

| NPATI ENT RECORD TYPE-------- >RECORD TYPES
OUTPATI ENT RECORD TYPE------- >RECORD TYPES
DENTAL RECORD TYPE----------- >RECORD TYPES

RADI OLOGY TRACKI NG APPLI CATI ON- - >RECORD
TRACKI NG APPLI CATI ON
RECORD TYPE FOR MASTER JACKET- - >RECORD

TYPES
VARI ABLE POl NTER
T >FI LE
VARI ABLE- POl NTER- == - - - === = - - - >VAR! ABLE-
POl NTER SUB- FI ELD
REASONS
APPLI CATI ONF = = == === m o e e e >RECORD
TRACKI NG APPLI| CATI ON
DESCRI PTI ON- === === === m e e e e e o - >DESCRI PTI ON
SUB- FI ELD

BORROVERS- FI LE AREAS
DEFAULT RECORD MASTER TYPE- - - >RECORD TYPES
HOSPI TAL LOCATI ON FI LE PO NTER- - >HOSPI TAL
LOCATI ON
APPLI CATION------------------ >RECORD
TRACKI NG APPLI CATI ON
REQUESTS FOR VH CH BORROVER?- - >BORROVNERS-
FI LE AREAS
RECORDS NEEDED BY LOCATI ON- - - >RECORDS
NEEDED BY LOCATI ON SUB- FI ELD

| NPUT DEVI CES----------==---- > NPUT
DEVI CES SUB- FI ELD
SYNONYMB- - - - === m e mmmmmm oo - >SYNONYNS
SUB- FI ELD
RT FI LEROOM SPECI FI C LOCATI ONS
HOSPI TAL LOCATI ON- - - = = = = = = = - - >HOSPI TAL
LOCATI ON
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CROSS- REFERENCES FOR FI LES

A cross-reference is an index to a file. An index is a
listing sorted by the field that has been identified as the
cross-reference. Every file has a cross-reference on the

NAME field. This neans that a | ook-up can be done on any

file wwth the NAME field. Files can have nore than one
cross-referenced field. For exanple, the Patient file has a
cross-reference on the NAME field, as well as several other
fields. Sone of these cross-references can be used to
expedite the | ook-up process in the file. For exanple, another
cross-reference in the Patient file is the SOCI AL SECURI TY NUVBER
(SSN) field which can be used as a | ook-up for a patient.

Fl LE# FI LE NAVE CROSS- REFERENCE FI ELDS

194. 4 LABEL FORVAT NAME( 194. 4, . 01)
APPL| CATI ON(194. 4, 3)

195. 1 RECORD TRACKI NG APPLI CATI ON  APPLI CATI ON( 195. 1, . 01)
SERVI CE( 195. 1, 2)
SYNONYM 195. 11, . 01)

195. 2 RECORD TYPE NAME( 195. 2, . 01)
APPLI CATI O\( 195. 11, . 01)
195. 4 RECORD TRACKI NG NAME( 195. 4, . 01)
SYSTEM PARAMETERS
195. 6 REASONS NAME( 195. 6, . 01)
APPLI CATI O\( ( 195. 6, 3)
195. 9 BORROVER- FI LE AREA NAME( 195. 9, . 01)
SYNONYM 195. 9003, . 01)
8376 RT FI LEROOM SPECI FI C NAME( 8376, . 01)
LOCATI ONS
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FI LE ROOM SET- UP
(PAGE 1 OF 2)
FI LE AREA:
APPLI CATI ON: MEDI CAL RECORDS
PHONE NUMBER:
1- 15 characters)

LOCATI ON ROOM NUVBER

(1-15 characters)
RECORD SORT: D ALPHA (a) j TERM NAL DIG TS (t)

ACTI ON | F HOME | S DI FFERENT: NO ACTI ON (n)
AUTOVATI CALLY CHANGE ( a)
QUESTI ON USER ABOUT CHANGE ( q)

DI SPLAY WARNI NG ONLY ( d)

DEFAULT RECCRD MASTER TYPE: RAD ONLY (I nmage Tracking). LEAVE
BLANK.

VOLUMES REQUI RED:
[:} Lat est Vol ume [:} Al'l Vol unes

*PRI NTERS ASSI GNED TO THI' S FI LE ROOWF
(1-40 characters)

RECORD BARCODE PRI NTER:

REQUEST NOTI CE PRI NTER:

MANAGEMENT REPCRT PRI NTER:

CHARGE CARD PRI NTER:

PULL LI ST PRI NTER:




SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

FI LE ROOM SET- UP
(PAGE 2 CF 2)

*SECURI TY KEY NEEDED TO SELECT FI LE ROOW
VWH CH SECURI TY KEY | S NEEDED?: RTFR

SYNONYM S) :

2-30 characters

PERSONNEL ASSI GNED TO THI' S FI LE ROOM
STAFF SUPERVI SOR




LABEL FORVAT NANME:
APPLI CATI ON: MEDI CAL RECORDS

LABEL FORVAT WORKSHEET

SAI C/ CHCS Doc. TC- 4. 4-0579

TYPE OF LABEL: D RECORD (r) D BORROVER ( b)

PRI NT FI ELD ROW

CoL

TI TLE( OPTI ONAL) LI TERAL TEXT

NUMBER OF LABELS: Dj

(1-99)

18 Sep 1995

| REQUEST (q)

S| ZE BARCODE

Y

[ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [

=4 =4 =4 =4 =4 =4 =4 =4 =4 =4 =4 =4 =4 =4 =4 =4 =4
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LABEL FORVAT WORKSHEET

LABEL FORVAT NAME:
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RECORD TYPE SET- UP
(PAGE 1 CF 2)

(3-30 characters)

APPL| CATI ON: X| MEDI CAL RECORDS TRACKI NG

ABBREVI ATl ON:

(1-3 characters)
CAN RECORD BE REQUESTED?: D YES D NO
I S RECORD TEMPORARY?: D YES D NO
ASK FOR CONTENT DESCRI PTOR?: D YES D NO
MASTER FOLDER | mage Tracking (RAD ONLY) LEAVE BLANK.
MULTI PLE VOLUMVES ALLOWED: D YES D NO

DESCRI PTI ON:

(1-80 characters)

I NQUI RY DI SPLAY ORDER: (0-999)
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RECORD TYPE SET- UP
(PAGE 2 CF 2)

*LABEL FORMVAT SPECI FI CATI ONS*
RECORD LABEL FORMAT:

REQUEST NOTI CE FORVAT:

* CUTOFF/ PURGE PARAMETERS*

PENDI NG REQUEST CUTOFF ( DAYS): (1- 100)

CURRENT BORROWER FUTURE REQUEST TIME M NIMUM (M N): (1- 99999)
# PREVI OUS MOVEMENTS TO RETAI N: (10- 100)

REQUEST PURGE CUTOFF (DAYS): (1- 100)

K TO PURGE DATA?: D YES D NO

*M SSI NG RECORD CONTROL PARAVETERS*
CONTROL OF FI NDI NG RECORDS: FI LE ROOM SUPERVI SOR ONLY (f)
ANY USER (a)

*OTHER RECCORDS TO CREATE WHEN | NI Tl ALI ZI NG THE RECORD TYPE*
LI NKED RECORDS:

*FI LE ROOM5S ALLOWED TO STORE RECORD TYPE*
ALLOMBLE FI LE ROOVES:
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RECORD TRACKI NG APPLI CATI ON SET- UP
(PAGE 1 OF 4)

APPLI CATI ON: MVEDI CAL RECORD TRACKI NG

SERVI CE:
(select from Departnent and Service File)
SYNONYMVES:
(3-30 characters)
*Dl VI SI ON PARAVETERS*
DI VI SI ON:

(select from Medical Center Division File)

CENTRAL FI LE AREA:

DEFAULT PULL LI ST SORT: TERM NAL DIG TS (t)

CLI NI C NAVME THEN TERM NAL
— DIATS (c)

APPO NTMENT TI ME (a)
CLI NI C NAME THEN PATI ENT NAME (p)

FOLDER PULL METHOD: RAD ONLY. LEAVE BLANK
PRI NT PULL NOTI CE: RAD ONLY. LEAVE BLANK

TYPE OF RECCRD:

DEFAULT HOME LOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORMNAT:

ROUTI NG TAG FORMAT:
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RECORD TRACKI NG APPLI CATI ON SET- UP
(PAGE 2 OF 4)

TYPE OF RECCRD:

DEFAULT HOME LOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORNAT:

ROUTI NG TAG FORMAT:

TYPE OF RECCRD:

DEFAULT HOME LOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORNAT:

ROUTI NG TAG FORMAT:

TYPE OF RECCRD:

DEFAULT HOME LOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORNAT:

ROUTI NG TAG FORMNAT:

TYPE OF RECCRD:

DEFAULT HOME LOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORNAT:

ROUTI NG TAG FORMNAT:
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RECORD TRACKI NG APPLI CATI ON SET- UP
(PAGE 3 OF 4)

*M SCELLANEOQUS PARAMETERS*

PROFI LE/ REPORT HEADER:
(5-40 characters)

ENTI TY SELECT PROWPT:
(3-40 characters)

ENTI TY DI SPLAY HEADER:
(3-25 characters)

RECORD PROVPT:

(3-30 characters)

DEFAULT RECORD CREATI ON TYPE:

BORRONER BARCODE FORVAT:

FI LE ROOM SUPERVI SOR KEY: RT

FI LE ROOM STAFF KEY: RT

DELETED RECORD MAI L GROUP:

M SSI NG RECORD MAI L GROUP:
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RECORD TRACKI NG APPLI CATI ON SET- UP
(PAGE 4 OF 4)

* BORRONER PARAMETERS*
BORRONER: Hospital Location File: (Active dinics, Wards, File Roons)

ASK PHONE/ ROOMP: YES (vy) NO (n)
ASK FOR ASSOCI ATED BORROVER YES (vy) NO (n)
SHOW CHARGED RECORDS?: YES (vy) NO (n)

BORROVER: Medical Center Division File:

ASK PHONE/ ROOMP: YES (vy) NO (n)
ASK FOR ASSOCI ATED BORROVER YES (vy) NO (n)
SHOW CHARGED RECORDS?: YES (vy) NO (n)

BORROVER: Medical Treatnent Facility File:

ASK PHONE/ ROOMP: YES (vy) NO (n)
ASK FOR ASSOCI ATED BORROVER YES (vy) NO (n)
SHOW CHARGED RECORDS?: YES (vy) NO (n)

BORROVER: Provider File:

ASK PHONE/ ROOMP: YES (vy) NO (n)
ASK FOR ASSOCI ATED BORROVER YES (vy) NO (n)
SHOW CHARGED RECORDS?: YES (vy) NO (n)

BORROVER: Additional Medical Treatnent Facility File:

ASK PHONE/ ROOMP: YES (vy) NO (n)
ASK FOR ASSOCI ATED BORROVER YES (vy) NO (n)
SHOW CHARGED RECORDS?: YES (vy) NO (n)

BORROVER: RT Fil eroom Specifi c:

ASK PHONE/ ROOMP: YES (vy) NO (n)
ASK FOR ASSOCI ATED BORROVER YES (vy) NO (n)
SHOW CHARGED RECORDS?: YES (vy) NO (n)
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RECORD TRACKI NG APPLI CATI ON SET- UP
(ADDI TI ONAL DI VI SI ONS)

DI VI SI ON:
(select from Medical Center Division File)

CENTRAL FI LE AREA:

DEFAULT PULL LI ST SORT: TERM NAL DI G TS (t)
CLINI C NAVE THEN TERM NAL DI G TS (¢)
APPO NTMVENT TI ME ( a)

CLI Nl C NAME THEN PATI ENT NAME (p)
FOLDER PULL METHOD: RAD ONLY. LEAVE BLANK
PRI NT PULL NOTI CE: RAD ONLY. LEAVE BLANK

TYPE OF RECORD:

DEFAULT HOVE LOCATI ON:

DEFAULT | NI TI AL BORROAER:

CHARGE TAG FORVAT:

ROUTI NG TAG FORVAT:

TYPE OF RECORD:

DEFAULT HOVE LOCATI ON:

DEFAULT | NI TI AL BORROAER:

CHARGE TAG FORVAT:

ROUTI NG TAG FORVAT:

TYPE OF RECORD:

DEFAULT HOVE LCOCATI ON:

DEFAULT | NI TI AL BORRONER:

CHARGE TAG FORVAT:
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NON DoD MEDI CAL TREATMENT FACI LI TY (4.01)
ADDI TI ONAL MEDI CAL TREATMENT FACILITY (4.1)
FILE # 8101.1

FACI LI TY CODE:

NAME:

STREET ADDRESS 1:

STREET ADDRESS 2:

aTy:

STATE/ LOC:

Z1 P CODE:
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REASON FI LE SET- UP

REASON:

(3-30 characters)

TYPE OF REASON:

DESCRI PTI ON:

CANCEL REQUEST (c)

M SSI NG RECORD ()

GENERAL (g)

TC- 4. 4- 0579
18 Sep 1995
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RT OVERALL PARAMETERS
DATA COLLECTI ON FORM

Queue Threshol d:
Operating Conditions:
Nul I Queui ng Devi ce:
K to Purge Pull Lists?: Days to Retain Pull Lists:
OK to Purge Requests?:
K to Purge Movenent Logs?:

K to Purge Batch Lists?: Days to Retain Batch Lists:____

* MRT PARAMETERS *

| npati ent Record Type: | NPATI ENT
Qut patient Record Type: QOUTPATI ENT
MRT Interface Status: uP

* FI LM JACKET TRACKI NG PARAMETERS *

Record Type for Master Jacket: MASTER FOLDER
Radi ol ogy Interface Status: UP
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BORROVWER SET- UP
BORROVER:

APPLI CATI ON: D MEDI CAL RECORDS

LOCATI ON ROOM NUVBER
(1-15 Characters)

PHONE NUMBER:
(1-15 Character

SYNONYMES:

*FOR CLI NI CS- RECORD REQUEST WHEN MAKI NG APPO NTMENT*
RECORD TYPE NEEDED:
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LOCATI ONS SPECI FI C TO RECORDS TRACKI NG

NANME:

'(2-35 Char acters)
DESCRI PTI ON:

(2-30 Characters)
HOSPI TAL LOCATI ON:

(Sel ect from Hospita

NANE:

| ocati on

File)

'(2-35 Char acters)
DESCRI PTI ON:

(2-30 Characters)
HOSPI TAL LOCATI ON:

(Select fromHospita

NAME:

| ocati on

File)

'(2-35 Char acters)
DESCRI PTI ON:

(2-30 Characters)
HOSPI TAL LOCATI ON:

(Sel ect from Hospita

NAME:

| ocati on

File)

'(2-35 Char acters)
DESCRI PTI ON:

(2-30 Characters)
HOSPI TAL LOCATI ON:

(Sel ect from Hospita
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ACCESS

ACCESS CODES

ACCESS/ VERI FY
CODES

ACRONYM

A&D

AD HOC
REPORTS
ADM SSI ON

ADM SSI ON
QUTPUTS

ADM SSI ON
TYPE

ADT
ADT PAG NG

SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

The process of requesting an entry in a particular
file or in certain fields in a given file. Also
refers to data security functions for files or
certain fields in a file.

See User Security. See al so FI LEMAN

The Access and Verify Codes are used in the log-in
process to identify a legitimte user and to gain
access to CHCS. Both codes are site-specific and
established by the CHCS System Manager. Only the
verify code may be changed by the individual user.
The codes do not show on the screen when entered.

Letters used to represent a nanme or title (e.qg.
CHCS is used to represent Conposite Health Care

Systen).

Adm ssion and Di sposition.

Reports that consist of variable data and that are
generated for a particul ar purpose or need.

The process of bringing a patient into the MIF as

an inpatient.

Qut puts the user selects to conplete the
adm ssi on.

How the patient was admtted: Direct to Mlitary
Hospital from Energency Room Direct to Non-US
Armed Services Hospital, Transfer from Air Force
Hospital, etc

Adm ssion, Disposition, and Transfer

Adm ssion, Discharge and Transfer pages:

OP: CQutpatient page that contains all outpatient
orders. Holds expired RX orders for 30 days and
all other active orders.

PREADM  Pre-adm ssion page that contains all
orders to be perforned before adm ssion.

"WARD : 'Ward' page that contains all orders to
be perforned at the specified ward.
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AHP
APPLI| CATI ON
SOFTWARE
APPOI NTI NG

ASAP
AT SIGN (@

ATTRI BUTE

AQCESS

AUTHORI TY

BACKSPACE/
DELETE KEY

BAR CCDE
LABEL

BASI C CHCS
CONTROL KEYS

TC- 4. 4- 0579

EPnnn: Epi sode page identified by the patient

epi sode nunber (nnn). All previous order pages
for the specified episode are collapsed into this
page 60 days after conpletion of disposition or
when the patient is readmtted within 60 days.

Allied Health Professiona

Software that runs CHCS and perforns functions
necessary to control or nmake the system work.

Synonynous w th "appoi nt nent booki ng" or just
"booki ng".

As Soon as Possi bl e

An edit response neaning delete the current val ue
and | eave the field enpty of data. Also used to
show appoi ntnent tines, e.g., 13 June 1993@000.

I nformation describing a file or data el enent.
Types of attributes include data types, ranges,
descriptions, and checks performed upon entry of a
data el enent.

Automated Quality of Care Eval uation Support
System

Having all required security keys needed to
perform specified functions using CHCS.

See Basic Conputer Control Keys.

A | abel consisting of printed bars and intervening
spaces set up so that it is recognized as a
specific entity when read by a bar code reader.
Used to identify records, borrowers and requires
in Record Tracking functionality.

N Key: Entered using <Shift>+<6> on the
keyboard's main keypad. This key is used to exit
the current activity. This character is also
referred to as a "caret.” It should NOT be called
an "up-arrow. "

Backspace/ Del ete Key: Located in the upper right
corned of the keyboard' s main keypad, this key is
used to delete (erase) the character to the left
of the cursor. It is identified by a large left-
arrow contai ning an X
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Cursor Control Keys: The keys, located to the
right of the keyboard's nain keypad, allow ng the
user to nove between fields in Screen Mode.

Hel p: Systeminformation and key-specific help
may be accessed by either:

a. Pressing the Help key
b. Entering ?, ??, or ??7?.

<Hol d Screen>: Located on the far upper left
corner of the keyboard, this key is used to stop
data fromscrolling off the screen. Press it
again to resune data scrolling.

Lock Key: Wen used, |ocks the al phabeti cal
characters of the keypad to uppercase. It is

| ocated on the left side of the keyboard above the
SHI FT key. A light indicates when the keyboard is
"l ocked." A | ocked keyboard does not affect
synmbol / numeri c keys. Most data shoul d be entered
i n uppercase. To unlock the keyboard, press the

| ock key agai n.

Question Mark (?) Key: Located on the |lower right
side of the keyboard's main keypad. It is used to
access CHCS Help. There are three levels of help
avai |l abl e:

a. Enter ? to access the first |evel
b. Enter ?? to access the second | evel
C. Enter ??? to access the third | evel.

Return <CR> Key: Located on the right side of the
keyboard's main keypad. It is used to tell the
conputer to process data just entered. Although
the key is often marked Return, it is referred to
in CHCS docunentation as <CR>, which stands for
carriage return.

Shift Keys: Located on the left and right sides
of the keyboard's main keypad, these keys are used
to enter individual uppercase al phabetic
characters, or to enter synbols above the nuneric
keys.

Spacebar: A space is entered by pressing the
spacebar at the bottom of the keyboard's main
keypad.

Spacebar <CR>: Entered by pressing the spacebar
and then <CR> on the keyboard's main keypad. This
sequence of keys is used to recall the nobst recent
val ue entered at any SELECT pronpt. The Return
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BC/ BS
BCR
BORROVWER

BULLETI N

CARET (%)
KEY

CATHODE RAY
TUBE ( CRT)

CHAMPUS

CLIN C

COVMON FI LES

CONUS

COWPCOSI TE
HEALTH CARE

SYSTEM ( CHCS)

TC- 4. 4- 0579

key MJUST be pressed after data is entered
ot herwi se the conputer does not know that the
response to a pronpt has been given.

Bl ue Cross/Blue Shield

Bar Code Reader

In Record Tracking, a borrower is defined as a

| ocation, entity, or individual to whomrecords
are | oaned. This may be a physician, enployee,
clinic, ward, other hospital |ocation, or patient.

A MAI LMAN nessage sent to a mail group by the
Post master or autonmatically by the system based on
a CHCS event.

See Basic CHCS Control Keys.

A TV-like type of video display term nal (see
KVDT) for interacting with an online conputer
system

Civilian Health and Medi cal Program of the
Uni f ormed Servi ces

Conposite Health Care System

a. An out patient departnment or a hospital
| ocati on
b. A search criterion where the paraneter

identifies a clinic schedule.
Fil es where data contained in the files:

a. I s not specific to any subsystem
b. Is nodified by activity within any subsystem

Conti nental United States

A fully automatic, integrated nedical information
system CHCS facilitates the coordination of

heal th care activities and patient information
between all departnents within a MIF and its

nmedi cally integrated outlying clinics.

The United States MIlitary Services provide health

care for mllions of patients each year. The goal
of CHCS-POis to enable mlitary MIFs and clinics
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CURSOR

DATA

DATA BASE

DATA BASE

MANAGEMENT
SYSTEM

DATA
DI CTI ONARY

DATA ELEMENT

DATA TYPE
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to use CHCS to enhance the quality of health care
delivery provided.

Wth an increase in the nunber and diversity of
tasks performed by nedical personnel, as well as
an expansi on of health-rel ated technol ogy, an

i nproved approach to the managenent of nedica

i nformati on was needed. CHCS neets this need.

As an integrated, conputer-based system CHCS
provi des an automated on-line alternative to many
manual Iy inplenented tasks (i.e., witing patient
care orders, docunenting nedication

adm ni stration, generating reports, etc.), thus
significantly reduces potentially massive anmounts
of paperworKk.

An el ectronic device used to perform hi gh-speed
data processing operations and can store the data
for retrieval

Central Processing Unit

The flashing rectangl e or underscore on the screen

showi ng where the character is entered as the user
types in responses or data.

A specific value in a field for a given record.
Al'l the data for a file is stored in a data
gl obal .

A collection of data organized into files
fundanmental to an application.

This software serves as the interface between the

application prograns and the data base. FileMan
is the CHCS data base nmanagenent system
File information that defines for each file: file

structure, field attributes and rel ati onshi ps
bet ween ot her files.

Afield within a specified file defined by
specific attributes. Also, the field
characteristics and the data entered in accordance
w th those characteristics.

A specification associated with each field that

i ndi cates the kind of infornmation to be entered,
the format for entering information, and the way
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in which data is stored and retrieved. Valid data
types are as follows:

Conmputed: A field whose value is conputed from
other data. No data is actually stored in a field
possessing this data type.

Date/ Tinme: A field that allows tinme data,

i ncludi ng year, nonth, day, and tine of day.
Entries to this field are based on the systenis
"built-in clock". The user may enter a parti al
date/time and the systemw || enter the remaining
dat a.

Free Text: A field containing any conbi nati on of
al phabetic characters, nunbers, and punctuation
mar ks. The user may enter any text in the field.
The characters may be limted to a m ni num and/ or
a maxi nrum and the exact form can be specified,
such as the SSN.

Nuneric: A field that allows only data containing
nunbers. The user may enter only data contai ning
nunbers in this data type.

Pointer to a File: A field that provides a
reference to data in a different file to preclude
the reentering of redundant data. The possible
entries for this field type "point" to another
file that provides choices avail able for response.
For exanple, this field type may point to the
states in the United States, or the patient
category in the patient category file. Data entry
fromdifferent pronpts in different options into

t he pointed-to file may or may not be controlled.

a. Controlled Entry: At the pronpt, the user
nmust select fromexisting entries in the
pointed to file.

b. LAYQO (Learn As You Go) Entry: At the
pronpt, the user may select from existing
entries in the pointed-to file, or add to the
list of entries.

Set of Codes: A field that provides for the
creation of a sinple set of codes (al phabetic,
numeric, and/or synbols) in order to input
standard data choices. The possible responses to
this field type are [imted to a list of available
entries or their abbreviations.
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Word-processing: A field that allows nmulti-line
text to be treated as a single unit, even though
its data can be edited one line at a tinme. This
field type provides for word processing input,
such as is required for mcrobiology results. The
system software provides a variety of word
processi ng editing options.

Dat a Base Managenent System

See Defense Enrollnment Eligibility Reporting
System

This is the text provided by the systemin
response to a systempronpt. A default allows for
the entry of the nost commonly used answer or the
nost recently inserted value, with only one
keystroke. You press <CR> to accept the default.
A default is always foll owed by two slashes (//).

The division accessed by the user at |og-on.

An expected response of the npbst common answer to

a pronpt. The default response may be provided by
Fil eMan or defined by the user to save keystrokes

and is followed by two slashes (//).

DEFENSE ENROLLMENT

ELIG BILITY
REPORTI NG

SYSTEM (DEERS) A DoD program for determ ning and ensuring the

DEVI CE

D G TAL
STANDARD
MUMPS

DI SPLAY

DI SPCSI T1 ON

eligibility of potential patients for mlitary
heal th care.

The nane of an output device; i.e., a printer
name.

The | anguage in which the CHCS captive account
software is witten. See al so MUWVPS.

I n CHCS docunentation, this heading refers to the
di splay of a nenu or a screen of information, as
opposed to a pronpt or a nessage.

The end point of a patient's hospitalization
(inpatient episode). There are numnerous

di sposition types, i.e., discharge, death, or the
patient's | eaving agai nst nedi cal advi ce.
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DI VI DED
WORKCENTER

DI VI SI ON

DMSSC
DCOB
DSM

DUPLI CATE
PATI ENT

DX
ELEMENT

ENCOUNTER

ENTRY
EPI SODE

EVE MENU

FACI LI TY

FAM LY MEMBER
PREFI X
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A CHCS- supported workcenter with two or nore

el emrents that provide simlar services.

An organi zation that shares patient files and
other files with other organi zati ons supported by
a CHCS system but is otherwi se adm nistratively
i ndependent .

Def ense Medi cal Systens Support Center

Date of Birth

Digital Standard MUMPS

Two patient data records that actually belong to
the sanme patient, or a patient registered twice in
the system

See Divided Wrkcenter

D agnosi s

A subworkcenter (within a divided workcenter) that
provi des services simlar to those of another
subwor kcenter, but is kept separate for the

pur pose of controlling access, processing orders,
mai nt ai ni ng procedure tables and adm nistrative
reporting.

a. A visit by a patient to an outpatient clinic
b. Al data related to an outpatient visit.

A data value within a field, record, or file.

Al'l data related to an inpatient visit, starting
wi th adm ssion and continuing through disposition.
Al so called the Systens Manager Menu, this is the
very first nmenu that will appear after |og-on.
This menu is the parent of all other CHCS nenus.
This menu is NOT given to all users.

See MIF

A two-digit code that
relati onship to the sponsor
dependent parent).

identifies a patient's
(e.g., child, spouse,

FMPs are as foll ows:
01-19 = 1st through 19th child
20 = sponsor
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30 = spouse

40 = not her of sponsor

45 = fat her of sponsor

50 = not her-in-law

55 = father-in-law

60 = 1st other eligible dependent

61 = 2nd other eligible dependent

98 = civilian enmergency

99 = ot her

a. A labeled area within a screen in which the
user may enter and edit text.

b. The space in a record used to define a data
elenment. A field has attributes such as a
data type, storage |ocation, and | abel. Data

elenent and field are often used
i nt er changeabl y.

A collection of data records that are related in
sone way, such as the Provider File.

Fi | e Manager

The DBMS used in CHCS. A general -purpose data
base managenent system based on the MJMPS
progranmm ng | anguage used to create and mai ntain
files.

See Fam |y Menber Prefix

a. d obal variable or global array, stored on
di sk and potentially available to any user

b. Maj or division in MJUWS storage given a
uni que synbolic nane

C. The MUWPS internal |ogical |ocation where
data is stored. Wthin the data base
managenent system data dictionary
definitions are also stored as data in gl obal
arrays.

Heal th Care Provi der

The specific nenber of the health care team

provi ding health services to the patient.

Usual ly, this is a physician; however, the HCP may
be a nurse practitioner, dentist, physical

t herapist; clinical dietitian, etc. HCP is not
used in reference to nurses, who represent a
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speci al category in thenselves. An HCP is soneone
who has the authority to construct patient orders
for entry into the system

HEALTH

RECCORD Qut pati ent nedi cal record.

HOLD

SCREEN See Basic CHCS Control Keys.

HOME The device nane used to specify output to the
screen.

HOSPI TAL

LOCATI ONS Al clinics, wards, etc. within a facility.

| A | mpl ement ati on Assi st ance

| D | dentification

| MPLEMENTATI ON

ASSI STANCE Provi des assi stance or workcenter support to end-
user in their work area when a functionality is
activated on site.

| MPLEMENTATI ON

SPECI ALI ST An enpl oyee of SAIC who travels to CHCS sites to
train users, assist wth file
bui | di ng/ mai nt enance, and i npl enent new and
upgr ade software.

| NI TI ALl ZATI ON

(INI'T) The act of starting up a system

| OC- R Initial Operating Capability - Repl acenent

| P | npat i ent

IS | mpl enent ati on Speci al i st

T See I mage Tracki ng ( RAD)

JAG Judge Advocate Cenera

JCAHO Joi nt Conm ssion on Accreditation of Healthcare
Or gani zati ons

JOHN

( JANE)

DCE A male (female) patient whose identity i s unknown.
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The | egal governing body for the mlitary
servi ces.

A typewriter-like instrunment used to enter
information to be sent to the conputer.

The VT320 screen used to set up the keyboard
characteristics, such a keyclick and bells. To
access screen, hit the "F-3" key.

A term nal conplex that includes a keyboard and a
vi deo

Term nal display. (See also CRT.)

The process of adding records to a file through
data entry into other file(s). Wen a fieldis
defined as a pointer, the creator indicates

whet her the user is allowed to enter new data into
the pointed to file. Wthout LAYGO the user nust
select fromexisting entries in the pointed to
file. Wth LAYGO the user may enter new records
into the pointed-to file. (See FIELD.)

The tinme the process was | ogged in.

The user process to gain access to the CHCS system
and begin a CHCS session.

The user process to end a CHCS session. There are
three | og-off choices avail abl e:

Halt: Al lows the user to log-off fromany nenu
pronpt .

Restart: Allows the user to return directly to
t he ACCESS CODE pronpt.

Continue: Allows the user to end the session with
the systemrenenbering the user's location in the
system Allows the user to directly return to

t hat system | ocation when | oggi ng on again.

El ectronic file folder where the user can save

MAI LMAN mai | nmessages. All MAILMAN nessages are
received in the IN mail basket.
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MAI L MANAGER
MAI LMAN
MASS CASUALTY
( MASCAL)

VEDI CAL
RECORD

MEDI CAL RECORD
TRACKI NG

MEDI CAL
TREATMENT
FACI LI TY
(MIF)

VENU

MENUMAN
VEPRS

MEPRS CODE

MESSAGE
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The on-line electronic nail system of CHCS.

Mai | Manager

A situation that has caused a | arge nunber of
casual ties.

The physical record of a patient's care containing
printed (paper) copies of the docunents detailing
the patient's treatnent in either inpatient or

out patient settings.

A subsystem of CHCS which functions as a tracking
systemfor all types of patient nedical records.
System provi des barcode printing capability,
reporting, and novenent history.

A mlitary hospital and its outlying affiliated
wor kcenters. Also called Facility.

A list of options (choices) presented by the
software that represents a decision point in the
runni ng of the program The nenus available to
i ndi vi dual users are determ ned when the CHCS
system manager sets up the User Record.

Secondary Menu: A list of system options
avai | abl e when you enter ?7?.

CHCS Orientation Menu: A special nenu designed to
support orientation classes.

Menu Manager

Medi cal Expense and Perfornmance Reporting System
See UCA

An al pha character code from1l to 4 characters
used for workload accounting purposes. The code
mat ches the requesting location. Also referred to
as the UCA code.

a. Short for system nessage. It neans
informati on supplied by the systemin
response to user input. For exanple, ** END
of REPORT**.

D12



M LDEP

M NI -
REG STRATI ON

VRT

MBA

MI'F

MUMPS

MTI'F- SPECI FI EDY
DEFI NED

MTI'F- SPECI FI ED
TI ME PERI CD

MULTI PLE
FI ELD

OCONUS

ONLI NE USERS
MANUAL

SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

b. When used with MAILMAN, nessage neans an
el ectronic note that has been transmtted.

Mlitary Departnent; i.e., Arny, Navy, Air Force,
Marine Corps. Used also to refer to the service
POC at CHCS- PO

An abbrevi ated patient registration function. A
series of screens used to create or update a basic
patient record.

See Medi cal Record Tracking
See Medi cal Services Accounting
Medi cal Treatnent Facility

Massachusetts CGeneral Hospital Utility Milti-
Progranm ng System

A paraneter specified at the division level in a
mul tidivisional MIF or at the MIF level if there
is only a single division. This neither requires
nor precludes that there be a specification at
both the MIF and division |evel.

A period of time determ ned by each MIF that may
be nodified periodically.

Oten sinply called a multiple, it is a field that
can have nore than one unique value. |In effect, a
multiple is a mni-record wwthin a record. An
indicator of a multiple is the SELECT pronpt.

a. No
b. Vari abl e nunber.

A word used in conputed expressions that relate to
date and tinme data fields. It is interpreted as
the current date and tinme of day.

Qutside the Continental United States

The OLUM consists of the user instructions for the
CHCS Basic System Mail Man, Ad Hoc reporting
options of FILEMAN, and each subsystem Each
subsystem vol une provi des the nenu hierarchy,
functional description for each option,
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step- by-step user instructions, and sanpl es of
screens and reports.

a. Enter OLUM at the Secondary Menu or any
menu/ option selection pronpt to get to the
CLUM nenu.

b. Enter ?0PTI ON NAME at nenu/ option sel ection
pronpt (only where the nenu/option is
di splayed) to go directly to the option
description in the CLUM

C. Enter ??? after enter/edit pronpt wthin any
option to go directly to the option
description in the CLUM

oP Qut pat i ent

OPTI ON One of a list of processes on a nenu that allows
the user to access data in a file or to access
anot her nenu.

ORDER A request for procedure, service or itemto be
performed or delivered.

OVERBOCK To book nore patients in a schedule slot than was
al | ocated when the schedul e was created. An
over booked schedul e sl ot has nore booked patients
t han t he maxi mum nunber of patients per slot set
for the slot when the schedul e was creat ed.

PAD Patient Adm nistration Subsystem of CHCS
PAD NMBA PAD Medi cal Services Accounting Subsystem of CHCS

PAS Pat i ent Appoi ntnent and Schedul i ng Subsyst em of
CHCS

PATI ENT

ADM NI STRATI ON

SUBSYSTEM AND

MEDI CAL SERVI CES

ACCOUNTI NG

( PAD/ MSA) The PAD Subsystem facilitates the collection and
recordi ng of patient information regarding the
Adm ssion, Disposition, and Transfer (ADT) of
patients. This subsystem al so nanages ward and
bed status within the MIF. A conponent of the PAD
Subsystem MSA focuses on the initiation and
noni toring of patient billing.
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Thi s subsystem enabl es i ndividual clinics or
providers to control their own scheduling,
booki ng, and appoi ntnments, and alerts ot her
users to potentially conflicting schedul es.

system

Pati ent Category Code
Patient Category codes indicate patient type
(i.e., Active Duty Enlisted Air Force, Cvilian

Enpl oyee, Naval O ficer's Dependent).

Patient name, famly nmenber prefix/social security
nunber (FMP/ SSN), date of birth (DOB), and sex.
The act of retrieving CHCS-stored data regarding a

sel ected patient.

Pat i ent

A user's initial or starting nenu.

Printer May be referred to as a printer device or
out put devi ce:
a. Shared Printer: A printer that is available

to two or nore term nals or output devices.

b. Line Printer: A printer that prints a line
or nore at a tinme. (Line printer speeds are
expressed in lines per second [LPS] and may

be over 100 Iines per second.)
C. Slave Printer: A printer attached directly
to a termnal and used to print fromthat

termnal only.

A set of field specifications that allow exact
print formats and specified data records to be
used when printing reports. This allows the use
of the sanme print |ogic again and again.

The capabilities allowed wthin the DBMS based on

the |l evel of protection specified for any process,
file, or user.
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PROVPT

PROVI DER

PULL LIST
QUESTI ON MARK
(?) KEY
RECORD

RECORD
REQUEST

RECORD ROOM
RECORD TYPE

REG STER
NUMBER

TC-4. 4-0579
a. A system generated request for response.
b. A word or statenent on the screen that tells

t he user what action needs to be taken or
what informati on nust be entered. For
exanpl e, SELECT PATI ENT NANME

See HCP

A list of all patients whose nedical records nust
be pulled for a specified data.

See Basic CHCS Control Keys.

This termgenerally relates to a patient's nedi cal
records or radiology filmjacket record.

The act of asking for a specific patient record.
A record of this "asking" is nade by the system
known as a Request. A record Request Notice or
Label is generated, indicating the record, tine
needed and requestor, along wth other pertinent
information. This |abel also contains a barcode
that can be 'wanded' such that the request is
filled and charged to the requestor.

Location of patient records.

In Record Tracking, record types are defined and
associated with a specific Record Tracking
application. For exanple, an Qutpatient record
type is associated with the MRT application, and a
Chest record type is associated wth the |Inmge
Tracki ng application.

An identifier assigned by the MIF that uniquely
identifies each inpatient episode of treatnent
(e.g., a patient admtted to a hospital three
different tines will have a separate register
nunber for each admission). The patient's record
and test results for each episode are identifiable
usi ng this nunber.

Regi strati on nust be acconplished on all patients,
i npati ent and outpatient, before CHCS can support
any care or services rendered. A REG STER NUVBER
is assigned to a patient at the tinme of hospital
adm ssi on, independent of and subsequent to the
REQ STRATI ON process, which may have occurred
nont hs or even years previously.
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A registration nust be conpleted on all patients,

whet her
suppor t

i npatient or outpatient, before CHCS can
any care or services rendered.

See Basic CHCS Control Keys.

Sci ence Applications International Corporation

a. The part of the Visual Display Term nal
that presents information sent fromthe
conputer or information typed on the
keyboar d.

(VDT)

b. This termis also used to describe a single
di splay of information that takes up the
whol e screen.

Screen Manager

System generated pronpts and di spl ayed on the
screen. (See Scroll Mbde.)

The system s request for information, presented
one pronpt at a tinme. The bottomline on the
screen is replaced wwth new information. The user
noves between pronpts using <CR> or the up/down
arrow keys. (See Screen Mode.)

The process of locating an unknown nunber of
repords, in one file, based on one or nore
criteria.

Criteria specified as part of a search that are
used to test each data record in a file.

Contains: Used to |locate data wth specific
strings enbedded. Abbreviated with [ or C

Equal s:
val ue of the specified condition.
with = or E

Used to | ocate data that equals the exact
Abbr evi at ed

Greater Than: Used to |ocate data greater than
t he value of the specified condition. Abbreviated
with > or G

Less Than: Used to | ocate data | ess than the

val ue of the specified condition. Abbreviated
with < or L.
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SEARCH LOGE C

SECURI TY KEY

SELECT KEY
SERVI CE
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Mat ches: Used on Nuneric, Free-text, Pointer, and
Set of Codes fields to |ocate patterns in strings
of data. Abbreviated with an M

Nul I : Used to deternine fields that contain no
entries. No value can be placed on the NULL
condition. Abbreviated with an N

Expressions that define the paranmeters of the
search. Valid |logic paraneters are:

AND: The systemextracts a data record when al
stated search conditi ons have been net.

NOT: The systemextracts a data record when none
of the specified search conditions are net.

OR  The systemextracts a data record when any of
t he conbi ned search conditions are net.

A code that relates to the ability to use a
certain process. Security keys are already
defined in the system The system nmanager assigns
security keys to users as appropriate for their
use of CHCS. The nami ng convention and strategy
for the use of these keys is site specific.

See Basic CHCS Control Keys.

A clinical specialty within an MIF.

SHI FT AND (SHI FT)

LOCK KEYS
<SPACEBAR>

<SPACEBAR>
<CR>

SPONSCR

SSN
STAT

SW TCH
DI VI SI ONS

See Basic CHCS Control Keys.
See Basic CHCS Control Keys.

See Basic CHCS Control Keys.

Person that qualifies the patient for health care;
e.g., active duty father is the sponsor of the
dependent patient daughter.

Soci al Security Nunber
From Latin "statinl neaning "at once,” this

instruction neans to carry out a request
i medi at el y.

The user process to switch to an alternate
division fromthe default division, or back to the
default division froman alternate. See Menu.
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Used generically to describe functions that nust

be acconplished to support CHCS initialization and
operation at each site where CHCS is install ed.
Functions include data base adm ni stration, system
security managenent, installation nanagenent, and
t el ecomruni cati ons managenent.

a. In the context of a data value that is
expected to refer to a date, FILEMAN
interprets the letter "T" to nean the date of
the current day (i.e., Today).

b. Tenper at ure.

A list of available choices. A table displays
when ?? is entered at a field that has a table
connected to it. A table cannot be appended from
the field, but nust be set up through the
appropriate nmenu options or through FI LEMAN

Trai ni ng Data Base
To Be Determ ned

a. A predefined structure that controls a data
entry dialogue, a printed report format, a
sort sequence of an output, or a series of
search conditions. Tenplates may be used
repeatedly by entering the assigned nane in
brackets ([]) at the appropriate pronpt.

b. In PAS, an array of schedul e slots governed
by the rules entered in the profiles.
Tenpl ates are linked to specific providers,
but not to any particular date range.

A device used to enter and send information to the
conputer. The keyboard and screen are term nal
conponent s.

This is the last two digits of the sponsor’'s SSN,
starting at 00 and ending with 99.

I n training docunentation, training aids are
suppl emrental information used during instruction
to enhance | esson content.
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TRAI NI NG
SOFTWARE

TRI GGER

TROOP MEDI CAL
CLINI C (TMVO)

TYPE- AHEAD

UCA

UNI FORM CHART
OF ACCOUNTS
(UCA)

UPDATE

USER

USERNAME/

PASSWORD

USER
SECURI TY

TC- 4. 4- 0579

The software that enables the user to becone
proficient in the use of the CHCS system or
subsyst ens.

Col | ateral actions occurring automatically,

W thout inform ng the user or requiring user
participation. For exanple, the actions m ght
alter other fields in the current file being
edited or cause the creation or nodification of an
entry in another file. These processes are
referred to as trigger events.

The Arny termfor an outpatient clinic designated
for active duty walk-in or sick call patients.

A setting in the User file that allows the user to
type ahead of what the conputer is actually

readi ng. The conputer stores the keystrokes and
reads themat its own pace.

Uni form Chart of Accounts (now MEPRS)

An al pha character code using 1 to 4 characters
for workl oad accounti ng purposes; the code matches
the requesting location. AAAA is, for exanple,
inpatient internal nedicine. BAAA is the sane
code for outpatient services. Now officially
MEPRS code, but frequently still referred to as
UCA.

The addition, deletion or nodification of existing
dat a.

A person authorized by the MIF to initiate a
process in CHCS via a termnal. User

aut hori zation will be determ ned through the VM5
and CHCS system security functions.

User security checking at the VM5 | evel. Codes
provi de user access to VMS files.

A series of codes that serves to protect the
system from unaut hori zed users. These codes are
checked when a user is accessing the system
Username and Access/ Verify codes are the two

| evel s of security checking.
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Access Code: This code, together with the verify
code, is used in the log-in process to identify a
legitimate user and gain access to CHCS. The code
is site-specific and established by the CHCS
system manager. It usually cannot be changed by

t he individual user.

Username: The first level of security checking
and the first code entered into CHCS at | og-on.

Verify Code: This code, together with the access
code, is used in the log-on process to identify a
legitimate user and gain access to CHCS. The code
is established by the CHCS system manager at the
MIF and may be changed by the individual user from
the Edit User Characteristics option of the
Secondary Menu. The code does not show on the
screen when entered.

Vol une 1: Basic System provides the user with a
variety of information about the basic system

The Users Manual volunes for each subsystem
provide information addressed prinmarily to the
users of a particular subsystem

Vol unme 2: PAD
Vol ume 3: PAD MSA
Vol une 4: PAS
Volunme 5: LAB
Vol unme 6: RAD
Volunme 7: PHR
Vol une 8: NRS
Vol unme 9: DTS
Vol une 10: FQA

The operating systemthat runs the VAX conputer.

It manages the nenory of the conpute in such a way
that the nmenory appears to be virtually unlimted
to the average user.

Virtual Menory System

A defined hospital area that contains a designated
nunber of patient beds. It often corresponds to a
nmedi cal specialty area such as Othopedics (e.g.,
Ot hopedi cs Ward).

Wor kcent er Support (now known as | npl enmentation
Assi st ance)

A functional or organizational subdivision of an
MIF for which provision is made to accunul ate and
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VT320
TERM NAL

Y
Y/ N
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measur e expenses and to determ ne workl oad
performance. Designation of a workcenter wl |
vary fromfacility to facility dependi ng upon the
MIFs organi zati onal structure. CHCS workcenters

i nclude clinics used in PAS, pharnacies, |abs, and
radi ol ogy i magi ng | ocati ons.

The CHCS term nal used in nost workstation
configurations.
Yes

Yes/ No

D22



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

kkhkhkkhhkhkkhhkkhhkhkhhkhhhhhkhhhkrhkhhhkhhkhhhkhdhkhkhhkhdhkhkrhkhhkhk hkhkhhkhhkhkihkhkhkkihkkikikkh*k*%x

APPENDI X E:
PRI NT TEMPLATES

kkhkhkkhhkkhkkhhkkhhkhkhhkhhhhhkhhhkrhkhkhhkrhkhkhhkhhkhhhkhkhkhkrhkhhkhk hkhkhkkhkhkkikkhkhkhkkikkikikki*k*%x



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

Thi s page
has been | eft bl ank
intentionally.

E-i



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

NOTE: Tenplates may be printed to screen or print device.

BORROVERS- FI LE AREAS
Menu Path: PAD --> ORM -->FQUT --> Print File Entries

Qutput fromwhat file: BORRONERS- FI LE AREAS// (195 entries)
Sort by: NUMBER// APPLI CATI ON

START W TH APPLI CATI ON:  FI RST// MEDI CAL RECORDS TRACKI NG

GO TO APPLI CATI ON:  LAST// MEDI CAL RECORDS TRACKI NG

FI RST PRI NT FI ELD: NUMBER; L5
THEN PRI NT FlI ELD: NAVE
THEN PRI NT FlI ELD: LOCATI ON ROOW
THEN PRI NT FI ELD: PHONE #
THEN PRI NT FI ELD: BORROW NG PRI VI LEGES; W"BORR. PRI V. "
THEN PRI NT FI ELD: SYNONYMS (nul ti pl e)
THEN PRI NT SYNONYMS SUB- FI ELD: SYNONYM
THEN PRI NT SYNONYMS SUB- Fl ELD:
THEN PRI NT FI ELD: RECORDS NEEDED BY LOCATION (multiple)
THEN PRI NT RECORDS NEEDED BY LOCATI ON SUB- FI ELD: RECORD TYPE
NEEDED/ CREATED
THEN PRI NT RECORDS NEEDED BY LOCATI ON SUB- FI ELD:
THEN PRI NT FI ELD:
HEADI NG BORROVERS- FI LE AREAS LI ST
Store Print logic in Tenplate: GS RT BORRONER PRI NT
DEVI CE: (ANY 132 COLUWN PRI NTER)

Alternate sorts:

Sort by: NUMBER// HOSPI TAL LOCATI ON TYPE
START W TH HOSPI TAL LOCATI ON TYPE: FIRST// FILE AREA
GO TO HOSPI TAL LOCATI ON TYPE: LAST// FILE AREA

O - Wthin Hospital Location Type FIRST// CLINC
GO TO LAST// CLINIC

First Print FIELD: NUMBER, L

Then Print FIELD: NAME

Then Print FIELD: LOCATI ON ROOM #

Then Print FIELD: PHONE #

Then Print FIELD: | SYNONYMS (mul tiple)
Then Print SYNONYMS SUB- FI ELD: SYNONYM
Then Print SYNONYMS SUB- Fl ELD:

Then Print FlIELD:

Store print logic in tenplate: GS RT FILE AREA (or CLINIC) LIST
(PRI NT TO W DE DEVI CE)
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Sanpl e Qut put:

BORROWERS-FILE AREAS LIST 21 Jun 1990@1425 PAGE 1
NUMBER NAME LOCATION/ROOM# PHONE # BORR.PRIV. SYNONYM
RECORD TYPE/NEEDED/CREATED

1 MEDICAL RECORDS FILE ROOM ROOM# 271 4567 NORMAL MEDICAL RECORDS FILE ROOM
OPREC
MRFR
OUTPATIENT RECORDS
2 CARDIOLOGY CLINIC A-2434 535-2964 NORMAL CARDIOLOGY CLINIC
OUTPATIENT
OCC HEALTH
3 AIKEN, DENNIS GASTROENTEROLOG NORMAL AIKEN, DENNIS
ACARDI
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ADDI Tl ONAL MEDI CAL TREATMENT FACI LI TI ES
Use Print File Entries option from PAD --> ORM--> FQUT -->Print

Qut put fromwhat file: ADD Tl ONAL MEDI CAL TREATMENT FACI LI TY//
(18 entries)

Sort by: FACILITY CODE/ /

Start with FACILITY CODE: FIRST//

First Print FIELD: FACILITY CODE; Cl; L4; S; " Code"

Then Print FIELD: NAME; C6; L23;"Facility"

Then Print FIELD: ADDRESS:"; Cl; S

Then Print FIELD: "STREET ADD 1: " _STREET ADDRESS 1; Cl
Then Print FIELD: "STREET ADD 2: " _STREET ADDRESS 2; Cl
Then Print FIELD: "CITY: "_CITY;Cl

Then Print FIELD: "STATE: " _STATE; Cl1

Then Print FIELD: "ZI P CODE: "_ZI P CODE;, C1

Store Print Logic in Tenplate: GS RT ADDI TI ONAL MIF LI ST
DEVI CE: (ANY 80 COLUWN PRI NTER)

Sanpl e Qut put :
ADDI TI ONAL MEDI CAL TREATMENT FACI LI TY LI ST 21 Jun 1990@425
Code Facility

100 UCSD MEDI CAL CENTER

ADDRESS:

STREET ADD 1: 999 MOCKI NGBl RD LANE
STREET ADD 2: SU TE 2200

CI TY: MJNSTER

STATE: TX

ZI P CODE: 00080

200 MERCY HOSPI TAL

ADDRESS:

STREET ADD 1: 1307 CRANBROCK Cl RCLE
STREET ADD 2:

CI TY: AUSTELL

STATE: GA

ZI P CODE: 43804
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LABEL FORVATS
Use Print File Entries option from PAD --> ORM --> FQUT -->Print

Qutput fromwhat file: LABEL FORVAT// (18 entries)
Sort by: NAVE// APPLI CATI ON; @
START W TH APPLI CATI ON: FI RST// MED
GO TO APPLI CATI ON:  LAST// MeDZ
Wt hin APPLI CATI ON, sort by:
FI RST PRI NT FlI ELD: NAME; S
THEN PRI NT FlI ELD: APPLI CATI ON
THEN PRI NT FI ELD: NUMBER OF ROAS | N FORVAT; "# ROWS"
THEN PRI NT FI ELD: NUMBER OF LABELS;"# LABELS"
THEN PRI NT FI ELD: PRI NT FI ELDS (nul tiple)
THEN PRI NT PRI NT FI ELDS SUB- FI ELD: FI ELD; C2
THEN PRI NT PRI NT FI ELDS SUB- Fl ELD: ROW C34
THEN PRI NT PRI NT FI ELDS SUB- FI ELD: COLUWN; C40
THEN PRI NT PRI NT FI ELDS SUB- FI ELD: TI TLE( OPTI ONAL) ; C50
THEN PRI NT PRI NT FI ELDS SUB- FI ELD: LI TERAL TEXT; C70; L40
THEN PRI NT PRI NT FI ELDS SUB- FlI ELD: SI ZE; C115; " SI ZE"
THEN PRI NT PRI NT FI ELDS SUB- FI ELD: BARCODE; C120
THEN PRI NT PRI NT FI ELDS SUB- FI ELD
THEN PRI NT FI ELD:
HEADI NG LABEL FORVAT LI ST/ /
Store Print logic in Tenplate: GS RT LABEL FORVAT
DEVI CE: (ANY 132 COLUWMN PRI NTER)

Sanple Qutput: (do not use as a guide for building the borrower
| abel 1)

LABEL FORMAT LIST 21 Jun 1990€1425 PAGE 1
# #

NAME APPLICATION Rows Labels

FIELD ROW COL TITLE (OPTIONAL) LITERAL TEXT SIZE BARCODE
BORROWER STANDARD MEDICAL RECORDS TR 12 1

FREE TEXT 1 5 ---- STANDARD BORROWER LABEL ---- 2

NAME 2 1 Name: Name: 3
BORROWER'S PHONE 6 1 Phone: Phone: 2
BORROWER'S LOCATION 4 1 Borr.Loc: Borr.Loc: 2

MTF 8 1 MTE: 2
BARCODE FOR BORROWER 3 YES
CURRENT BORROWER/LOCATION 5 1 Charged To: Charged To: 1
CURRENT ROOM # 6 1 Curr Rm# : Curr Rm# : 1



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

RECORD TRACKI NG APPLI CATI ON
Use Print File Entries option from PAD --> ORM--> FQUT -->Print

Qutput fromwhat file: RECORD TRACKI NG APPLI CATION// (2 entries)
Sort by: APPLI CATI ON/ /
START W TH APPLI CATI ON: FI RST// MED
GO TO APPLI CATI ON: LAST// NMEDZ
FI RST PRI NT FI ELD: "APPLI CATI ON: " APPLI CATI ON, C1; X
THEN PRI NT FI ELD: "SERVI CE: " _ SERVI CE; C1; X
THEN PRI NT FI ELD: " SYNONYMS: "; Cl
THEN PRI NT FI ELD: SYNONYMS (nultiple)
THEN PRI NT SYNONYMS SUB- FI ELD: SYNONYMS; C13; X, MM M M m
THEN PRI NT SYNONYMS SUB- Fl ELD:
THEN PRI NT FI ELD: CENTER("*** DI VI SI ON PARAMETERS ***"): X; S
THEN PRI NT FIELD: DI VISION (nultiple)
THEN PRINT DIVISION SUB-FIELD: "DIVISION. ";C1; S
THEN PRI NT DI VI SI ON SUB- FI ELD: DI VI SI ON; X
THEN PRI NT DI VI SI ON SUB- FI ELD: " CENTRAL FI LE AREA: " CENTRAL
FI LE AREA; C2; X
THEN PRI NT DI VI SI ON SUB- FI ELD: " DEFAULT PULL LI ST SORT:
" DEFAULT PULL LI ST
THEN PRI NT DI VI SION SUB- FI ELD: "FOLDER PULL METHCOD: " FOLDER
PULL METHOD; C2; X
THEN PRI NT DI VI SION SUB- FI ELD: " PRI NT PULL NOTICE: " PRI NT PULL
NOTI CE; C2; X
THEN PRI NT DI VI SI ON SUB- FI ELD: TYPE OF RECORDS (multiple)
THEN PRI NT TYPE OF RECORDS SUB- FI ELD: "TYPE OF RECORD: " TYPE
OF RECORD; C2; S
THEN PRI NT TYPE OF RECORDS SUB- FI ELD: " DEFAULT HOVE LOCATI ON:
" DEFAULT HOVE LOCATI ON; C2; X
THEN PRI NT TYPE OF RECORDS SUB- FI ELD: " DEFAULT | NI Tl AL
BORROVNER: " DEFAULT I NI TI AL BORROVER; C2; X
THEN PRI NT TYPE OF RECORDS SUB- FI ELD: " CHARGE TAG FORNVAT:
" CHARGE TAG FORMAT; C2; X
THEN PRI NT TYPE OF RECORDS SUB- FI ELD: " ROUTI NG TAG FORMAT:
" ROUTI NG TAG FORVAT; C2; X
THEN PRI NT TYPE OF RECORDS SUB- FI ELD:
THEN PRI NT DI VI SI ON SUB- FI ELD:
THEN PRI NT FI ELD: CENTER("*** M SCELLANEOQUS PARAMETERS ***"); X; S
THEN PRI NT FI ELD: " PROFI LE/ REPORT HEADER: " PROFI LE/ REPORT
HEADER; C1; X; S
THEN PRI NT FI ELD: "ENTITY SELECT PROVPT: " ENTITY SELECT
PROVPT; C1; X
THEN PRI NT FI ELD: "ENTITY DI SPLAY HEADER: " ENTI TY DI SPLAY
HEADER; C1; X
THEN PRI NT FI ELD: "RECORD PROVPT: " RECORD PROWPT; C1; X
THEN PRI NT FI ELD: " DEFAULT RECORD CREATI ON TYPE: " DEFAULT RECORD
CREATI ON TYPE; C1; X
THEN PRI NT FI ELD: " BORROVWER BARCODE FORMVAT: " BORROVWER BARCODE
FORMAT; C1; X
THEN PRI NT FI ELD: "FI LE ROOM SUPERVI SOR KEY: " FILE ROOM
SUPERVI SOR KEY; C1; X; S
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THEN PRI NT FI ELD: "FI LE ROOM STAFF KEY: "_FI LE ROOM STAFF
KEY; C1; X
THEN PRI NT FlI ELD: "DELETED RECORD NMAI L GROUP: " _DELETED RECORD
MAI L GROUP; C1; X; S
THEN PRI NT FI ELD: "M SSI NG RECORD MAI L GROUP: " _M SSI NG RECORD
MAI L GROUP; C1; X
THEN PRI NT FI ELD: CENTER("*** BORROWER PARAMETERS ***"); X; S
THEN PRI NT FI ELD: BORROWER FI LE PARAMETERS (multiple)
THEN PRI NT BORROVNER FI LE PARAMETERS SUB- Fl ELD: " BORROVER:
";Cl1; S
THEN PRI NT BORROVNER FI LE PARAMETERS SUB- FI ELD: BORROWAER FI LE; X
THEN PRI NT BORROVNER FI LE PARAMETERS SUB- FI ELD: " ASK
PHONE/ ROOWVP: " _ASK PHONE/ ROOM?; C1; X
THEN PRI NT BORROVNER FI LE PARAMETERS SUB- FI ELD: " ASK FOR
ASSCCl ATED BORROVER' _ASK FOR ASSOCI ATED BORROVER; C1; X
THEN PRI NT BORROVNER FI LE PARAMETERS SUB- FI ELD: " SHOW CHARGED
RECORDS?: " _SHOW CHARGED RECORDS; C1; X
THEN PRI NT BORROVNER FI LE PARAMETERS SUB- FI ELD:
THEN PRI NT FI ELD:
HEADI NG RECORD TRACKI NG APPLI CATI ON LI ST
Store Print logic in Tenplate: GS RT APPLI CATI ON PRI NT
DEVI CE: (ANY 80 COLUWN PRI NTER)
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Sanpl e Qut put :

RECORD TRACKI NG APPLI CATI ON LI ST 26 Apr 1991@312 PAGE 1

APPLI CATI O\ MEDI CAL RECORDS TRACKI NG
SERVI CE:
SYNONYMs:  MAS
VRT
*** DIVI SI ON PARAMETERS ***

D VI SI ON: | RELAND ACH, KY

CENTRAL FI LE AREA: QUTPATI ENT RECORD FI LE

DEFAULT PULL LI ST SORT: CLINIC NAME THEN TERM NAL DG TS
FOLDER PULL METHOD:

PRI NT PULL NOTI CE:

TYPE OF RECCORD: OUTPATI ENT

DEFAULT HOME LOCATI ON: OUTPATI ENT RECORD FI LE
DEFAULT | NI TI AL BORRONER: QOUTPATI ENT RECORD FI LE
CHARGE TAG FORVAT: CHARGE OUT/ ROUTI NG CARD

ROUTI NG TAG FORVAT: CHARGE OUT/ ROUTI NG CARD

*** M SCELLANEQUS PARAMETERS ***

PROFI LE/ REPORT HEADER: MEDI CAL RECORD REPORTS
ENTI TY SELECT PROMPT: Sel ect Patient:

ENTI TY DI SPLAY HEADER: Pati ent Nane:

RECORD PROVPT: Record

DEFAULT RECORD CREATI ON TYPE: QOUTPATI ENT
BORROVER BARCODE FORVAT: | ACH BORROVWER STANDARD

FI LE ROOM SUPERVI SOR KEY: RT MRT- FR- SUPER
FI LE ROOM STAFF KEY: RT MRT- FR- STAFF

DELETED RECORD MAI L GROUP: MRT DELETE
M SSI NG RECORD NMAI L GROUP: MRT M SSI NG
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*** BORROMNER PARAMETERS ***

BORROVER: PROVI DER

ASK PHONE/ ROOWP:

ASK FOR ASSCCI ATED BORROVNER?: NO
SHOW CHARGED RECORDS?: YES

BORROVWER: MEDI CAL CENTER DI VI SI ON
ASK PHONE/ ROOWP:

ASK FOR ASSCCI ATED BORROVNER?: YES
SHOW CHARGED RECORDS?: YES

BORROVER: HOSPI TAL LOCATI ON

ASK PHONE/ ROOWP:

ASK FOR ASSCCI ATED BORROVNER?: NO
SHOW CHARGED RECORDS?: YES

BORROVER: MEDI CAL TREATMENT FACI LI TY
ASK PHONE/ ROOWP:

ASK FOR ASSOCI ATED BORROVWER?: YES
SHOW CHARGED RECORDS?: YES

BORROVER: NON DOD MEDI CAL TREATMENT FACI LI TY
ASK PHONE/ ROOWP:

ASK FOR ASSCCI ATED BORROVNER?: YES

SHOW CHARGED RECORDS?: YES



Use Print

Qut put fromwhat file:
NAVE/ /  APPLI CATI ON

Sort by:

SAI C/ CHCS Doc. TC- 4. 4-0579

18 Sep 1995
RECORD TYPES

File Entries option from PAD --> ORM --> FOUT -->Print

RECORD TYPES/ / (4 entries)

START W TH APPLI CATI ON:  FI RST// MEDI CAL RECORDS TRACKI NG

GO TO APPLI CATI ON:
FI RST PRI NT FI ELD
THEN PRI NT FI ELD:
THEN PRI NT FI ELD:
THEN PRI NT FI ELD:
REQUESTED?; C1; X
THEN PRI NT FI ELD:
TEMPORARY?; C1; X
THEN PRI NT FI ELD:
DESCRI PTOR?; C1; X
THEN PRI NT FI ELD:
THEN PRI NT FI ELD:
ALLOVNED?; C1; X
THEN PRI NT FI ELD:
THEN PRI NT FI ELD:
ORDER; C1; X; S
THEN PRI NT FI ELD:
DATE; C1; X; S; L18
THEN PRI NT FI ELD:
FORMAT; C1; X; S
THEN PRI NT FI ELD:
FORMAT; C1; X

THEN PRI NT FI ELD:
REQUEST CUTCFF; C1;
THEN PRI NT FI ELD:

LAST// WNMEDI CAL RECORDS TRACKI NG

"NAME: ":Cl:S

NAME; X
" ABBREVI ATI ON: " _ABBREVI ATI ON; C1; X
"CAN RECORD BE REQUESTED?" CAN RECORD BE

"I'S RECORD TEMPORARY?: " _|I S RECORD

"ASK FOR CONTENT DESCRI PTOR?: " _ASK FOR CONTENT
"MASTER FOLDER: " _MASTER FOLDER; C1; X
“MULTI PLE VOLUVES ALLOWED?: " _MJLTI PLE VOLUMES

“DESCRI PTI ON: " _DESCRI PTI ON; C1; X
"1 NQUI RY DI SPLAY ORDER: " _I| NQUI RY DI SPLAY

"1 NACTI VATI ON DATE: " _I NACTI VATI ON

"RECORD LABEL FORVAT: "_RECORD LABEL

"REQUEST NOTI CE FORMAT: " REQUEST NOTI CE
" PENDI NG REQUEST CUTOFF (days):
X

" OVERDUE RECORD CUTOFF (days):

" _PENDI NG
" _OVERDUE RECCRD

CUTOFF (days); C1; X

THEN PRI NT FI ELD:
BORR REQUEST TI ME
THEN PRI NT FI ELD:
MOVEMENTS TO RETAI
THEN PRI NT FI ELD:

" CURRENT BORR REQUEST TI ME (M NUTES): " _ CURRENT
M N; C1; X

"# PREVI QUS MOVEMENTS TO RETAIN:. " _# PREVI QUS
N: C1; X

"REQUEST PURGE CUTOFF (days): "_REQUEST PURGE

CUTOFF (days), C1; X

THEN PRI NT FI ELD:
THEN PRI NT FI ELD:

"OK TO PURGE DATA?: "_OK TO PURGE DATA?; C1; X
"CONTROL OF FI NDI NG RECORDS: " _CONTROL OF

FI NDI NG RECCRDS; C1; S

THEN PRI NT FI ELD:
THEN PRI NT FI ELD:

" LI NKED RECORDS: "; Cl:S
LI NKED RECORDS (nul tipl e)

THEN PRI NT LI NKED RECORDS SUB- FI ELD: LI NKED RECORDS; C18; X
THEN PRI NT LI NKED RECORDS SUB- FI ELD:
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THEN PRI NT FI ELD: "ALLOMBLE FI LE ROOVES:

"' Cl:S

THEN PRI NT FlI ELD: ALLOMBLE FI LE ROOVS (nul ti pl e)
THEN PRI NT ALLOMBLE FI LE ROOMS SUB- FI ELD: FI LE ROOM C24; X
THEN PRI NT ALLOMBLE FI LE ROOMS SUB- FI ELD:

THEN PRI NT FI ELD: DUP("=",10M; C1; X

THEN PRI NT FI ELD:

HEADI NG RECORD TYPES LI ST//
Store Print logic in Tenpl ate:
DEVI CE: (ANY 80 COLUWN PRI NTER)

Sanpl e Qut put:
RECORD TYPES LI ST

GS RT RECORD TYPES

26 Apr

1991@313M

PAGE 1

NAME: | NPATI ENT

ABBREVI ATI ON: | NP

CAN RECORD BE REQUESTED?YES
| S RECORD TEMPORARY?: NO

ASK FOR CONTENT DESCRI PTOR?: NO

MASTER FOLDER:
MULTI PLE VOLUVES ALLOWED?: YES

DESCRI PTI ON: I npatient Record Type

| NQUI RY DI SPLAY CRDER: 2
| NACTI VATI ON DATE:

RECORD LABEL FORVAT: | NPATI ENT STD RECORD LABEL
REQUEST NOTI CE FORVAT: CHART REQUEST NOTI CE

PENDI NG REQUEST CUTOFF ( DAYS):

3

OVERDUE RECORD CUTOFF (DAYS): 3
CURRENT BORROWER FUTURE REQUEST TIME M NI MUM (M NUTES) :

# PREVI QUS MOVEMENTS TO RETAI N

10

REQUEST PURGE CUTOFF (DAYS): 10

OK TO PURGE DATA?: YES

CONTROL OF FI NDI NG RECORDS: ANY USER

LI NKED RECORDS:

ALLOMBLE FI LE ROOVS: | NPATI ENT RECORD ROOM

E- 10
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NAME: OUTPATI ENT

ABBREVI ATI ON.  QUT

CAN RECORD BE REQUESTED?YES

| S RECORD TEMPORARY?: NO

ASK FOR CONTENT DESCRI PTOR?: NO
MASTER FOLDER

MULTI PLE VOLUMES ALLOVWED?: YES
DESCRI PTI ON: Qut pati ent Record Type

| NQUI RY DI SPLAY CRDER: 1
| NACTI VATI ON DATE

RECORD LABEL FORMAT: OUTPATI ENT STANDARD LABEL
REQUEST NOTI CE FORMAT: CHART REQUEST NOTI CE

PENDI NG REQUEST CUTOFF (DAYS): 3

OVERDUE RECORD CUTOFF (DAYS): 3

CURRENT BORROWER FUTURE REQUEST TIME M NI MUM ( M NUTES) :
# PREVI OUS MOVEMENTS TO RETAIN: 10

REQUEST PURGE CUTOFF (DAYS): 10

OK TO PURGE DATA?: YES

CONTROL OF FI NDI NG RECORDS: ANY USER
LI NKED RECORDS

ALLOMBLE FI LE ROOMS: QOUTPATI ENT RECORD FI LE
OPRB
TMC1 FI LE ROOM
TMC2 FI LE ROOM
TMC3 FI LE ROOM
TMC4 FI LE ROOM

E-11



SAl ¢/ CHCS Doc.
18 Sep 1995

TC- 4. 4- 0579

RECORD TRACKI NG SYSTEM PARAMETERS

Use Print

Qutput fromwhat file

Sort by: NAME//

File Entries option from PAD --> ORM --> FQUT -->Print

RECORD TRACKI NG SYSTEM PARA/ / (lent ry)

START WTH NAME: FI RST//
FI RST PRI NT FlI ELD: CENTER("*** PARAMETERS FOR ALL APPLI CATI ONS

***") , x

THEN PRI NT FI ELD:
THEN PRI NT FI ELD:
CONDI TI ONS; C1; X
THEN PRI NT FI ELD:
DEVI CE; C1; X
THEN PRI NT FI ELD:
LI STS?; C1; X
THEN PRI NT FlI ELD:
PULL LI STS; C5; X
THEN PRI NT FI ELD:
REQUESTS?; C1; X
THEN PRI NT FIELD
MOVEMENT LOGS?; C1;
THEN PRI NT FIELD
BATCHES?; C1; X
THEN PRI NT FI ELD:
BATCH LI STS; C5; X
THEN PRI NT FI ELD:
THEN PRI NT FlI ELD:
TYPE; C1; S; X
THEN PRI NT FI ELD:
TYPE; C1; X

THEN PRI NT FI ELD:
STATUS; C1; X
THEN PRI NT FI ELD:
THEN PRI NT FI ELD:
FOR MASTER JACKET;
THEN PRI NT FI ELD:

"QUEUE THRESHCLD: "_QUEUE THRESHOLD; C1; X; S
" OPERATI NG CONDI TI ONS: " _OPERATI NG

“NULL QUEUI NG DEVI CE: " _NULL QUEUI NG
"OK TO PURGE PULL LISTS?: "_OK TO PURGE PULL

"DAYS TO RETAI N PULL LI STS?: "_DAYS TO RETAI N

"OK TO PURGE REQUESTS?: " OK TO PURGE
"OK TO PURGE MOVEMENT LOGS?: " OK TO PURGE

X

"OK TO PURGE BATCHES?: " OK TO PURGE

"DAYS TO RETAI N BATCH LI STS: "_DAYS TO RETAI N
CENTER("*** MRT PARAMETERS ***"); S; X
"1 NPATI ENT RECORD TYPE: " _| NPATI ENT RECORD

" OUTPATI ENT RECORD TYPE: " _QOUTPATI ENT RECORD

"MRT | NTERFACE STATUS: " MRT | NTERFACE
CENTER("*** | MAGE TRACKI NG PARAMETERS ***"); S; X
"RECORD TYPE FOR MASTER JACKET: " RECORD TYPE
Cl: X

"RADI OLOGY | NTERFACE STATUS: " _RADI OLOGY

| NTERFACE STATUS; C1; X

THEN PRI NT Fl ELD:

HEADI NG RECCRD TRACKI NG SYSTEM PARAMETERS LI ST

Store Print
DEVI CE:

| ogi c

in Tenpl ate: GS RT OVERALL PARAMETERS

(ANY 80 COLUWN PRI NTER)

E-12
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Sanpl e Qut put :
RECORD TRACKI NG SYSTEM PARA LI ST 26 Apr 1991@314 PAGE 1

NAVE: OVERALL PARAMETERS
*** PARAMETERS FOR ALL APPLI CATI ONS ***

QUEUE THRESHOLD: 5

OPERATI NG CONDI TI ONS:  NORVAL
NULL QUEUI NG DEVI CE:

OK TO PURGE PULL LI STS?: YES
DAYS TO RETAI N PULL LI STS?: 5
OK TO PURGE REQUESTS?: YES

K TO PURGE MOVEMENT LOGS?: YES
OK TO PURGE BATCHES?: YES

DAYS TO RETAI N BATCH LI STS: 10
*** MRT PARAMETERS **
| NPATI ENT RECORD TYPE: | NPATI ENT
OUTPATI ENT RECORD TYPE: OUTPATI ENT
MRT | NTERFACE STATUS: UP
*** | MAGE TRACKI NG PARAMETERS ***

RECORD TYPE FOR MASTER JACKET: MASTER FOLDER

E- 13
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REASONS

Use Print File Entries option from PAD --> ORM --> FQUT -->Print

OUTPUT FROM WHAT FI LE: REASONS

Sort By: NAME// APPLI CATI ON

Start with APPLI CATI ON: FI RST// MEDI CAL RECORDS TRACKI NG
Go to APPLI CATI ON: LAST// MEDI CAL RECORDS TRACKI NG
First Print FIELD: NAME; Cl1;" REASON'

Then Print FIELD: TYPE OF REASON; C35; " Type"

Then Print FIELD: DESCRI PTI ON; C50

Sanpl e Qut put:

REASONS LI ST 21 Jun 1990@425 Page 1
REASON Type Descri ption

ANONYMOUSLY RETURNED M SSI NG RECORD  RETURNED ANONYMOUSLY
CANCELLED APPT CANCEL REQUEST

CHARGED TO WRONG BORRO M SSI NG RECORD

NOT NEEDED GENERAL

E-14
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RT FI LEROOM SPECI FI C LOCATI ONS
Use Print File Entries option from PAD --> ORM--> FQUT -->Print

OUTPUT FROM WHAT FI LE: RT FI LEROOM SPECI FI C LOCATI ONS

Sort by: NAME//

Start with NAMVE: FI RST//

First Print FIELD: NAME; Cl

Then Print FIELD: LOCATI ON DESCRI PTI ON; C30; L20; W " Descri pti on"
Then Print FIELD: HOSPI TAL LOCATI ON; C55; L25; "Hosp Loc"

Store Print Logic in Tenplate: GS RT FI LEROOM SPEC LCC

DEVI CE: (ANY 80 COLUWN PRI NTER)

Sanpl e Qut put :

RT FI LEROOM SPECI FI C LOCATI ONS FI LE LI ST 12 Jun 1990@425
NAME
Descri ption
Hosp Loc
Anal ysi s | NPATI ENT RECORDS
Appr oval | NPATI ENT RECORDS

TUMOR REG STRY Tunor registry board

E- 15
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MOVEMENT TYPES
Use Print File Entries option from PAD --> ORM --> FQUT -->Print

OUTPUT FROM WHAT FI LE: RECORD MOVEMENT TYPES

Sort by: NAME// APPLI CATI ON

Start with APPLI CATI ON: FI RST// MEDI CAL RECORD

Go to APPLI CATI ON: LAST// MEDZ

First Print FlIELD: NAME; C1;"Mvenent Type";L25;S

Then Print FIELD: "D splay Text: "_DI SPLAY MESSACE; C1
Then Print FIELD: "Include on Overdue Report?: " _ | NCLUDE ON
OVERDUE REPORT; C1

Then Print FIELD: "Allow Batch Processing?: "_ALLOW BATCH
PROCESSI NG?; C1

Store Print Logic in Tenplate: GS RT MOVEMENT TYPES

DEVI CE: (ANY 80 COLUWN PRI NTER)

Sanpl e Qut put:

RECORD MOVEMENT TYPES LI ST

Movenent Type

APPLI CATI ON:  MEDI CAL RECORDS TRACKI NG

CHARGE- QUT

Di spl ay Text: Charged Qut

| ncl ude on Overdue Report?: YES
Al'l ow Bat ch Processing?:

CHECK- I N

Di spl ay Text: Checked-1n

| ncl ude on Overdue Report?: NO
Al'l ow Bat ch Processing?:

MOVE TO ANOTHER FI LE AREA

Di splay Text: Myve to Another File Area
I ncl ude on Overdue Report?: NO

Al |l ow Bat ch Processing?: YES

E- 16
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Charged Records by Honme Location Option

The Charged Record by Hone Location option allows users to
print reports for any record roomw thin the system The
system creates a report sorted by borrower, nane, or
termnal digits. The report may be Iimted to records
charged out of the record room or it may include records
currently checked into the honme |ocation. NOTE: When run to
i nclude records currently checked into records room ALL wi ||
print on the report. When the report is printed by borrower
the records are listed in al phabetical order.

This report restricts the creation to record roons in the
user's current division. Wthin division, users have access
to record roons based on the security keys held by the user.
The systemw || default to the users' current |ocation upon
entering this option.

HOVE LOCATI ON:  OUTPATI ENT RECORD ROOM PORTSMOUTH/ /

The report wll be nodified to conformto the CHCS standard
report header as shown below. The report foll ows:

NOTE: This report is in 132 character format.

PORTSMOUTH, VA Printed: 08 Jun 1994@?252 Page 1
RECORDS CHARGED BY HOVE LOCATI ON
[ Home Location: QOUTPATI ENT RECORD ROOM A] [ Sorted by: BORRONER]
Personal Data - Privacy Act 1974 (PL-93-579)
for 8 June 94 - 8 June 94

Patient Nanme FMP/ SSN Type Rec # Borrower
Borrower: ALLERGY

CAMPBELL, JAKE 02/ 800-59-0219 | NP1 28 ALLERGY

Borrower subtotal: 1

Bor r ower: RAHENKAMP, RUTH
ROBI NSQON, CLI NTON 20/ 000- 00- 5004 INP1 21 RAHENKAMP, RUTH
CAMPBELL, ANABELLE 20/ 800-59-0219 NP1 22 RAHENKAMP, RUTH
Borrower subtotal: 2

Total: 3
*** End of Report ***
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Days
Associ at ed Borrower Si nce. .. Over due
COOMBS, JACK 08Jun94@516 5
NACHDI GAL, ROBERT 08Jun94@517 5
CALLAHAN, EDWARD 08Jun94@517 5

When the report is sorted by borrower, the secondary sort
will now be by termnal digit. The ASSOCI ATED BORRONER fi el d
wi Il be added when this report is printed.

Loose Filing Report Option

The Loose Filing Report contains a list of all the records

t hat have been marked as having | oose filings (results which
need filing). The systemallows users to create the report
for all of the record roons in the system

The creation of the Loose Filing Report is restricted to a
single record room The systemw || default to the record
roomthe user is currently in.

The report creation is restricted to record roons in the
user's current division. Wthin division, users have access
to record roons based on the security keys they hol d.

The report foll ows.

NOTE: This is a 132-columm report. For the purpose of this
UG the report is broken at colum 70 and presented in two
secti ons.

PORTSMOUTH, VA Printed: 08 Jun 1994@252 Page 1
LOOSE FI LI NG LI ST
[ Home Location: | NPATI ENT RECORD ROOM [ Sorted by: TERM NAL DI G TS
Personal Data - Privacy Act 1974 (PL-93-579)

Pat i ent Nane FMP/ SSN Type Rec # Bor r ower

LEE, ASHLI EE 20/ 800-66-0305 INP1L 6 SWASEY, JAMES MARTI N
BOSTW CK, BARRY 20/123-44-5555 INP1 7 SWASEY, JAMES MARTI N
Total : 2

*** End of Report ***
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Days
Phone/ Locat i on Si nce. .. Over due
123456789/ 08Jun94@654 5
123456789/ 08Jun94@656 5

M ssi

The entries on the Loose Filing Report can be renoved from
the report when certain novenents are perfornmed on the
record in the Transaction nmenu. Those novenents are:

Char ge Qut

Check In

Pati ent Check out
Facility Transfer

When any of these novenents are perforned on a record with
| oose filings, users will be pronpted:

UPDATE THE LOOSE FI LI NG | NDI CATOR? NO'/

| f the user responds YES to this pronpt, the LOOSE FI LI NG

| NDI CATOR field wll be updated and the systemw || allow
the user to proceed. |[If the user responds NO the system
will allow the user to proceed and wll not update the Loose
Filing Indicator.

ng Records List Option

The M ssing Records List displays records in the application
which are either flagged as 'm ssing' or have been 'found
pendi ng supervisors approval'. The report is sorted

al phabetically by patient nane.

The creation of the Mssing Records Report is restricted to
a single record room The systemw || default to the record
roomthe user is currently in.

The report creation is restricted to record roons in the
user's current division. Wthin division, users have access
to record roons based on the security keys held by the user.

NOTE: This is a 132-colum report. For the purpose of this
|G the report is broken at colum 70 and presented in two
sections.



SAl ¢/ CHCS Doc. TC-4.4-0579
18 Sep 1995

PORTSMOUTH, VA Printed: 08 Jun 1994@252 Page 1
M SSI NG RECORDS LI ST
[ Home Location: | NPATI ENT RECORD ROOM [ Sorted by: TERM NAL DI G TS]

Personal Data - Privacy Act 1974 (PL-93-579)
for 29 Jan 1994 - 28 Jul 1994

Pati ent Name FMP/ SSN Type St at us

HOVE LOCATI ON: | NPATI ENT RECORD ROOM
TYPE OF RECORD: | NPATI ENT
ROBI NSQN, CLI NTON 20/ 000- 00-5004 I NP1 M SSI NG
Entered as mssing: 14 Jun 1994 Entered by: DEM LLE, AGNES
Supervi sor Comment: Last seen when sent to Cardiology dinic

***End of Report***

Borrower History Char ged Associ at ed Borrower
ALLERGY CLIN C 27 Apr 1994@105 BENNETT, MARNI E
HALL, CATHRYNE 08 Jun 1994@.322 MALO, SUSAN

CARDI OLOGY CLINIC 14 Jun 1994@509 CHUNG, GAVI N

The m ssing records report is sorted in termnal digit
order.

This report will be available to print in 132 format. The
user nust enter 132 if desired to print to screen but wll
automatically print in 132 format to a printer designated to
print in 132 format.

Overdue Records List Option

The Overdue Records List is a report of records that are
past due at their home |ocation. The report may be run for
a single hone location or for a division. |If the report is
run by division, all hone [ocations within the division that
the user has access to (security key) are included in the
report. Unless the user requests a termnal digit sort
order the report lists records al phabetically by hone

| ocation or by borrower.
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The creation of the Overdue Records List is restricted to a
single record room when sorted by honme | ocation. The system
wll default to the record roomthe user is currently in.

The user's current record roomwi ||l be the default record
room Wthin the division, users have access to record
roons based on the security keys held by the user.

NOTE: This is a 132-columm report. For the purpose of this
|G the report is broken at columm 70 and presented in two
secti ons.

PORTSMOUTH, VA Printed: 08 Jun 1994@252 Page 1
OVERDUE RECORDS LI ST
[ Home Location: OUTPATI ENT RECORD ROOM A] [ Sorted by: BORROVER]
Personal Data - Privacy Act 1974 (PL-93-579)
for 8 Jun 1994 to 8 Jun 1994

Pati ent Name FMP/ SSN Type Rec # Borrower

Borrower: | NTERNAL MEDI CI NE (A)

DAI LEY, JOHN 20/ 000- 00-1001 aQUT1 37 | NTERNAL MEDI Cl NE
RAI NES, W LLI AM 20/ 000- 00-5005 Q@UT1 29 | NTERNAL MEDI Cl NE
BACKUS, JAMVES 20/ 000-00-7012 Q@UT1 35 | NTERNAL MEDI Cl NE
LI NN, GEORGE 20/ 000- 00-4013 QU1 32 | NTERNAL MEDI Cl NE
RANKI N, STEVEN 20/ 000-00-5014 QUT1 30 | NTERNAL MEDI Cl NE

Borrower subtotal: 5
Borrower: SWASEY, JAMES MARTI N

LEE, ASHLEE 20/ 800-66-0305 INP1 6 SWASEY, JAMVES
BALDW N, JOHN 20/ 000-00-7017 INP1L 3 SWASEY, JAMES
FARRI NGTON, BOB 20/ 216-45-4545 INP2 5 SWASEY, JAMES

Borrower subtotal: 3

Total: 8
*** End of Report ***

Days

Associ at ed Borrower Si nce. .. Over due
Phone/ Locati on: (804)764- 4422/ rnB159

RAHENKAMP, RUTH 20Jun94@L208 1
SWASEY, JAMES MARTI N 20Jun94@210 1
SWASEY, JAMES MARTI N 20Jun94@L209 1
SWASEY, JAMES MARTI N 20Jun94@210 1
RAHENKAMP, RUTH 20Jun94@L208 1

F-5
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When the report is printed by division and sorted by
termnal digit or nanme, it will also be sorted by hone
| ocation. The report wll page break after each hone
| ocati on.

The Overdue Report will cal cul ate days overdue according to
syst em par anet er s.

Pendi ng Request List Option

The Pendi ng Request List option is used to print a list of
unprinted pending requests for a patient's records. The
list may be printed with or w thout appointnent requests.
Mul tiple divisions are printed on a single |ist.

The creation of the Overdue Records List is restricted to a
single record room The systemw /|| default to the record
roomthe user is currently signed into.

The report creation is restricted to a single record roomin
the user's current division. The current record roomw ||
be the default record room Wthin division, users have
access to record roons based on the security keys held by

t he user.

NOTE: This is a 132-colum report. For the purpose of this
|G the report is broken at colum 70 and presented in two
secti ons.

PORTSMOUTH, VA Printed: 08 Jun 1994@252 Page 1
PENDI NG REQUEST LI ST
[ Home Location: OUTPATI ENT RECORD ROOM A] [Sorted by: REQUESTOR]
Personal Data - Privacy Act 1974 (PL-93-579)
for 8 Jun 1994 to 8 Jun 1994

Rec
Patient Nanme FMP/ SSN Type Rec # Borrower
Request ed by: ALLERGY (A)
Dat e Needed: 20 June 94
FARBER, EDWARD 20/ 000- 00-6018 QUT1 38 OUTPATI ENT RECORD
LEVI NE, ANN 20/ 222-33-3444 QUT1 31 CQUTPATI ENT RECORD
ELKI NS, M CHAEL 20/ 555-55-5555 QUT1 33 OUTPATI ENT RECORD
HOLLY, RONALD 03/ 142-55-9888 QUT1 39 OUTPATI ENT RECORD

Dat e Needed: 22 June 94



SAI C/ CHCS Doc. TC- 4. 4-0579

18 Sep 1995
DAI LEY, JOHN 20/ 000- 00- 1001 aQur1 37 OUTPATI ENT RECCRD
Request ed by: CARDI OLOGY
Dat e Needed: 22 June 94
BACKUS, JAMES 20/ 000-00-7012 QUT1 35 OQUTPATI ENT RECORD
ELKI NS, M CHAEL 20/ 555-55-5555 QUT1 33 OUTPATI ENT RECORD
FARBER, EDWARD 20/ 000- 00- 6018 QUT1 38 OUTPATI ENT RECORD

Comment : COMVENT

*** End of Report ***

Dat e/ Ti me

Phone/ Locat i on Request # Needed
Phone/ Locati on: (804) 764- 4/ ROOM A

771-9082/ 16 20Jun94@113
771-9082/ 7 20Jun94@.057
771-9082/ 17 20Jun94@113
771-9082/ 9 20Jun94@.058
771-9082/ 18 22Jun94 @020

The report will display in termnal digit order within
Bor r ower .

Records Charged to a Borrower Option

The Records Charged to a Borrower Option is used to identify
records charged to an individual or location. The report is
printed in al phabetical order.

NOTE: This is a 132-columm report. For the purpose of this
|G the report is broken at colum 70 and presented in two
sections.

PORTSMOUTH, VA Printed: 08 Jun 1994@252 Page 1
RECORDS CHARGED TO A BORROVER

[ Borrower ALLERGY Phone/Loc:(8014] [Sorted by: TERM NAL DI A TS]

Personal Data - Privacy Act 1974 (PL-93-579)

Pati ent Name FMP/ SSN Type Rec # Hone Location

DAI LEY, JOHN 20/ 000-00-1001 aQUT1 37 QOUTPATI ENT RECORD ROOM
RAI NES, W LLI AM 20/ 000- 00-5005 OQUT1 29 QOUTPATI ENT RECORD ROOM

F-7



SAl ¢/ CHCS Doc.
18 Sep 1995

BACKUS, JAMVES
L1 NN, GEORCE
RANKI N, STEVEN
FARBER, EDWARD
CAMPBELL, ANA
ELKI NS, M CHAEL

TC- 4. 4- 0579

20/ 000- 00- 7012
20/ 000- 00-4013
20/ 000- 00- 5014
20/ 000- 00- 6018
20/ 800-59- 0219
20/ 555- 55- 5555

*** End of Report

auT1 35 CQUTPATI ENT RECORD ROOM
auT1 32 QUTPATI ENT RECORD ROOM
auT1 30 QUTPATI ENT RECORD ROOM
auT1 38 QOUTPATI ENT RECORD ROOM
auT1 36 QOUTPATI ENT RECORD ROOM
auT1 33 QUTPATI ENT RECORD ROOM

* k% %

01Jun94@.208

20Jun94@. 208
15Jun94@210
10Jun94@210

Days Associ at ed Borrower
Over due
30 RAHENKAMP, RUTH
1 SWASEY, JAMES MARTI N
5 SWASEY, JAMES MARTI N
10 RAHENKAMP, RUTH
di splay/print in this option in 132

The report wll
character format.
options such as OT,

it w

Where this report displays in transaction
Il display in 80 character

f or mat

m nus the HOVE LOCATI ON and FMP/ SSN fields so that the
screen doesn't flip between 132 and 80 displ ay.

F-8
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